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len smiled to herself as she 
watched the small hand of 
the huge office clock slowly 
approach five. It’s all ‘over, she 
mused, the end of a wonderfully 
perfect day. 

After replacing the plastic 
cover on her typewriter and stack- 
ing her pencils neatly in her desk 
drawer, Helen paused a few mo- 
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whole office force.” 
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hid for the umpteenth time, “it 
seems the whole thing started when 
“Tré@ad that ad on the new Sure-Rite 
Gren Film stencil. I sent for a free 
sample, and it worked so well that 
I told Mr. Williams, the office man- 
ager about it. It was so easy to use 
—no sticky stencils—thanks to seal 


boss down—even with the blushes. 
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as so easy-on-the eyes, that they 
d do their work faster and bet- 
es,” philosophized Helen, 
s her orchid again with 
etary’s life is a grand 
when you have 
Williams, the big 
pang, and Sure-Rite 
incils to work with.’ 


| _ SURE-RITE GREEN FILM STENCILS 
MERICAN STENCIL MFG. CO. 


| 2714 WALNUT STREET, DENVER 5, COLORADO 
aid | PHONE ACOMA 2714 


“In the Midwest, Call Your Local Panama-Beaver Man—Always a Live Wire” 

















THE NATIONAL SECRETARIES ASSOCIATION 
25 East 12th Street 
Kansas City 6E, Missouri 


NATIONAL OFFICERS 


President-——Mrs. Mary Hagan Barrett 
4802 Fifth Avenue, Apt. C-16 
Pittsburgh 13, Pennsylvania 


Northeast Vice President—Mrs. Lilyan Miller 
651 Blaine Avenue, Akron 10, Ohio 


Southeast Vice President— 
Miss Marguerite Dodds 
2100 North First Avenue, 
Birmingham, Alabama 


Northwest Vice President— 
Miss Margaret Hesemann 
515 Ivison Avenue, Laramie, Wyoming 


Southwest Vice President—Mrs. Shella Sharpe 
430 Wichita National Bank Building 
Wichita Falls, Texas 


Secretary—Miss Dolores M. Lang 
916 Rand Building, Buffalo, New York 


Treasurer—Miss Alice “Kitty” Cote’ 
714 West 37th Street 
Kansas City 2, Missouri 


Editor—Gerardine C. Hill 
304 Wood Street, Pittsburgh 22, Pa. 


Associate Editor—Mrs. Margie Horchow 
74 East Gay Street, Coitumbus, Ohio 





COVER STORY 


Of all the American culinary delights, meat 
holds sway, and this eating preference makes 
us just a bit different in dietary habits from 
our vegetarian European cousins. 

But people rarely think of this sprawling 
business with other than the actual packing 
of beef and pork, yet the stockyards are the 
starting point for the production of penicil- 
lin, streptomycin and many of the other mir- 
acle drugs in addition to the normal by- 
products of the industry. 

Selling these products requires a huge sales 
organization that reaches from the institu- 
tional, restaurant and hotel level down to the 
neighborhood butcher. It is from this first 
group of outlets that we have chosen this 
month’s cover story. Miss Stella Knowles per- 
torms all the secretarial chores for the bosses 
of Swift's hotel sales department. 
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Directory Officer Changes (1952-53) 


ST. PETERSBURG, FLORIDA 
President 

Mrs. Kay Price 

4533—27th Avenue So. 
SEATTLE, WASHINGTON 
Treasurer 

Mrs. Lillian Monroe 

505 Central Bldg. 


SYRACUSE, NEW YORK 
Vice-President 

Mrs. Elizabeth T. Jennings 
1882 W. Genesee Street 
TAMPA, FLORIDA 
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Evelyn Orr 

P. O. Box 1138 
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615 West 9th Street 


NATIONAL COMMITTEES— 
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Betty Jane Gilmore, S.W. 

2200 Washington Street 

St. Louis, Mo. 

CAPE GIRARDEAU, MISSOURI 

Treasurer 

Mrs. Dorothy Summers 

1425 Cousin Street 


CHICAGO, ILLINOIS 

Recording Secretary 

Lucille E. Berg 

c/o Frank S. Kelly 

120 S. LaSalle Se. 

CLEARWATER, FLORIDA 

Chapter name now Osceola 
Chapter 
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Ruth Thorsen 
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President 

Sadie Valudes 

323 South Prince St. 
MEDFORD, ORGEGON 
First Vice-President 

Mrs. Wilda Fabrick 

2404 Hillcrest Road 

Second Vice-President 

Kay Jandreau 

Box 744 

Eagle Point, Oregon 
WASHINGTON, D. C. (Capital) 
Corresponding Secretary 
Eunice Graham 

309 Ethan Allen Avenue 
Takoma Park 12, D. C. 
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DURHAM, NORTH CAROLINA 

Vice President 

Nellie Sue O'’Briant 

12 Carolee Apartments 

ERIE, PENNSYLVANIA 

Treasurer 

Mary Carey 

2609 Sassafras Street 

FRANKLIN, PENNSYLVANIA 

Corresponding Secretary 

Bernice Moran 

1123 Chestnut Street 

Recording Secretary 

Mrs. Jean George 

1125 Chestnut Street 

GRAND ISLAND, NEBRASKA 

Treasurer 

Lois Hahn 

1814 West Anna 

GREELEY, COLORADO 

Treasurer 
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Recording Secretary 

Mrs. Alene Reed 
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Mrs. Mary Jane Stack 
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ST. PETERSBURG, FLORIDA 

President 

Mrs. Viola M. Brewer 
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Vice President 

Mrs. Viegne Jenkins 

1725 56th Street South 

Gulfport, Florida 

Corresponding Secretary 

Mrs. Martha C, MacDonald 

c/o The Union Trust Co. 

Central Ave. at 9th Se. 

TAMPA, FLORIDA 

President 

Mrs. Frances G. McSweeney 

First National Bank of Tampa 

P. O. Box 1810 

Vice President 

Mrs. Josephine Poppleton 

117 South Melville 

UTICA, NEW YORK 

President 

Mrs. Gertrude Miller 

1668 Wesley Avenue 

Vice President 

Rae Kessler 

Crest View Drive 

Whitesboro, New York 

Recording Secretary 

Dorothy Taylor 

1212 Maple Street 

OAKLAND, CALIFORNIA 

Treasurer 

Jackie Parsons 

2245 High Street 

OMAHA, NEBRASKA (Neboma) 

Treasurer 

Maxine Olsen 

539 Franklin Avenue 

Council Bluffs, Iowa 

PROVIDENCE, RHODE ISLAND 

President 

Mrs. Ruth B. Lewin 

Chestnut Hill Road 

Chepacher, R. I. 

RIVERSIDE, CALIFORNIA 

Treasurer 

Mrs. Ruth Yeager 

6608 Mt. Drablo 

RICHMOND, VIRGINIA 

Vice President 

Mrs. Margaret S. Hillman 

Resigned—No replacement 
reported. 

TEMPLE, TEXAS 

President 

Ethel Olejnik 

1415 Ease Avenue C 








Dear Editor: 

I have been enjoying THE SECRETARY for over two 
years. May I compliment you on an outstanding progressive 
magazine. 

I thought you might like to know that I use the magazine 
for extra-required reading in my office practice class at the 
Kelsey-Jenney Business College, and my students actually 
await its arrival. We have tried to find it at the news stands, 
but to no avail. Is it possible for anyone other than a mem- 
ber of NSA to subscribe? 

Anne Murtha, President 

San Diego Chapter 
(Many thanks for your nice words, Miss Murtha. THE 
SECRETARY is distributed from a mailing firm in Pitts- 
burgh, which is the reason you don't see it on newsstands 
across the nation. Non-NSAers may subscribe for $3.00 per 
year, but educational institutions and students are offered 


the special price of $1.50.) 


Dear Editor: 

The girls in the Spokane Chapter are quite thrilled with 
this year’s SECRETARY—they like both the size and the con- 
tents. It is a magazine that will be referred to time and 
again for the articles it contains, especially those on law 
and accounting. 

Marie De Night, 
Corresponding Secretary 


Dear Editor: 

Is it possible to get reprints of all the excellent legal 
articles with a view of compiling them as a quickie (but 
accurate) review on Law for the Secretary (via Capital 
Chapter Education Committee)? Both these and the Ac- 
counting articles are excellent. Incidentally down here our 
examinees for CPS find these two parts of the exam the 
most difficult—hence the concentration on these subjects. 

Gladys E. Willard 

Washington, D. C. 
(We're making plans now to reprint the “Law for the Sec- 
retary” articles, as soon as we have completed the series. 
You will certainly have an opportunity then to use them 
when your Chapter members are “boning up” for CPS 
exams.) 


The Secretary 
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Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-Ib. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an I.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. SEC 3 
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ESTELLE POPHAM, Ph.D., Dean 


Institute for Certifying Secretaries 


CPS Institute Meets 


A THE newly elected dean of the Institute for Certify- 
ing Secretaries, may I express my desire to serve you to the 
best of my abilities. I realize that the responsibilities en- 
tailed in accepting this assignment are very heavy, but to 
me the work of the Institute represents one of the most 
interesting and challenging opportunities in the field of 
business education. The progress of the CPS program has 
been almost phenomenal in view of the fact that it is only 
three years old and that only two examinations have been 
given. To gain national acceptance of such a distinctive 
project takes time, of course. However, reference is now 
being made in a number of news items not directly trace- 
able to our publicity director, an indication of growing 
recognition of our attempt at professionalization of secre- 
tarial work. 

Much of the success of the program up to the present 
time is due to the efforts of the retiring dean, Irene Place. 
Her interest has amounted almost to a dedication. To her 
CPS has represented a cause, and I am sure that I speak for 
all of us when I say THANK YOU in a heartfelt, not a 
perfunctory way. Retiring members of the Institute, too, 
deserve a vote of thanks. Dean Clifford James, Dr. Charles 
Hicks, Mrs. Eunice Fallon, and Miss Lois Corbeil have been 
so valuable that in several instances they are being retained 
on committees to forward the work of CPS. 

Results of the 1952 examination were reviewed, and 115 
new Certified Professional Secretaries will receive notifica- 
tion of their success within a few days. It was decided that 
certificates would be awarded by NSA chapters during the 
month of March. Applications for the 1953 examination 
will be closed on June 15, following National Secretaries 
Week; and the 1953 examination will be given on October 
16-17. Gertrude E. Birkman of the Houston Chapter of 
NSA (PO Box 2180) was appointed Chairman of the 
Qualifications Committee. 


Four 


Dr. Dorothy Veon of Penn State College was elected as- 
sociate dean of the Institute and was made chairman of 
the Research Committee, working with various colleges and 
universities on needed research in connection with the ex- 
aminations. Dr. Albert C. Fries of the University of South- 
ern California was appointed chairman of the Committee 
on Examination Centers. Mr. Samuel Hooper was appointed 
chairman of a Committee on Acceptance by Management. 
The first project of his committee wil] be the preparation 
of a brochure to publicize the CPS program to management. 

One of the most pressing problems of the Institute is its 
relation to colleges and universities that want to offer 
courses designed to help candidates prepare for the exam- 
inations. Dr. Irene Place has been appointed to chair our 
Education Committee. It is hoped that we will soon be able 
to offer more suggestions to the NSA education chairmen 
and to the institutions that offer courses. 

Mrs. Alicia Cogan was elected secretary of the Institute 
and was appointed historian. Miss Minetta Miller was ap- 
pointed chairman of a Committee on Recognition of the 
CPS Holders at the National Convention of NSA. Mr. 
Harold Dickhut was made chairman of a Committee on 
Publicizing CPS at Conventions. 

Plans were also completed for the preparation of mater- 
ials for the 1953 examination. No wonder a member of 
the Institute said, “When I was appointed to the Institute, 
I thought that it was just an honor. Now I know that there 
is more hard work involved than in any other professional 
organization with which I am affiliated.” 


Ep. Note: The March issue of GLAMOUR magazine will 
carry a story on CPS. Look for it on your newsstand about 
the middle of February. 


The Secretary 
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Successtul Secretaries prerer MICROMETRIC CARBON PAPER 


“My boss and I both 
appreciate the time saved 
since we started using 
Micrometric” 
says LaVerne C. Campbell 
Executive Secretary 
to Mr. Bonbright, 

Vice President 
in Charge of Finance, 
and Treasurer 
of Capitol Records, Inc., 
Hollywood, California 










When a leading secretary like Mrs. Campbell specifies um 
Webster’s Micrometric, she has a special reason. It’s that = r] 
ey / 


exclusive numbered scale edge that counts the line of typing 
space on a page for you to end "running over." Letter 
placement becomes a thing of beauty with Webster’s 
Micrometric — and so easy! 

With Micrometric in your machine you get more work done. 
Your fingers stay clean because the uncoated scale edge 
protects them from messy carbon smudge. And dreary re—typing 
is cut down because Micrometric helps prevent spacing 
mistakes. 

Important offices all over the country are using Micrometric. 
There’s a weight for every need. Write for a free sample on 
your company letterhead. Please specify make of typewriter 
and number of carbons usually made. Address: 


F. $. WEBSTER COMPANY 


9 Amherst Street, Cambridge 42, Mass. 











OF YOUR LIFE 





Haase you ever realized that the average business execu- 
tive—and his secretary—spend at least one-third of their 
lives in an office? It was this significant fact that led George 
Nelson, Director of Design for Herman Miller Furniture 
Co., to undertake the research that led to his radically dif- 
ferent Executive Office Group now being marketed by the 
Zeeland, Michigan firm. 

The trend in office design today, Nelson observes, is to- 
wards an interior which functions more efficiently—but at 
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by ALBERT M. LEACH 





For the executive secretary this work center offers 
maximum efficiency and comfort. There is a large 
work surface plus ample storage space for supplies 
and personal belongings, a convenient extension file, 
and space for your knees beneazth the typewriter. A 
comfortable upholstered wire swivel chair completes 
this arrangement. 


The Secretary 











Combining top efficiency with complete livability, this well- 
integrated executive office includes a functional executive desk, 
a daybed for resting or relaxed conversation and a harmoni- 
ous auxiliary storage unit. The comfortable swivel chairs are 
of molded plastic. 


In this particular combination suggested for the executive 
secretary, note: the concealed knee-hole with the permanent 
typewriter position adjacent to the desk; the wastebasket con- 
cealed in a space formerly unused in an L-shaped arrangement; 
the optional lamp on the desk top itself. 


the same time more unobtrusively—than its predecessors. 
The contemporary executive office is a daytime living room 
where work can be handled under less tension with fewer 
distractions. Ordinary office desks and furniture, he pointed 
out, do- not lend themselves too readily to this new concept 
of business life; hence the unorthodox EOG design ap- 
proach based on a fusion of practicality and livability. 


What's wrong with the regulation business office, you 
may ask. Well, let us answer that question by listing the 
outstanding characteristics of the EOG, the result of years 
of study, research and actual testing of ideas in daily prac- 
tice by Nelson's office. 

1. EOG eliminates the bulky traditional knee-hole desk, 

replacing it with a free-floating work surface. 


. EOG eliminates the need for scattered storage pieces 
around the room, concentrating the facilities in a unit 
whose contents are visible and accessible from the desk 
chair. 

3. EOG makes available important accessories such as a 
built-in desk lamp and a desk-height file basket. 

4. EOG frees the rest of the executive office for the kind 
of informal seating being used more and more for 
discussion and conference. 

Thus, this new kind of office furniture takes recognition of 

the fact that there are three important areas to be consid- 

ered in every execuive office: a work area, a storage area 
and a rest area. No longer does the efficient executive con- 
sider a desk, a swivel chair and a visitor’s chair adequate 
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for his office. Today, it is well known that business matters, 
no matter how serious their nature, can be discussed more 
successfully in a comfortable, relaxing atmosphere. 

As a result EOG carefully planned comfortable uphol- 
stered chairs and sofa for conferences and discussions; a 
trim foam rubber daybed for a refreshing cat nap or even 
sleeping overnight, if necesssary; a drop leaf table that can 
be quickly opened for a business luncheon; and auxiliary 
storage pieces for books, samples or whatever is wanted 
close at hand. 

For the executive secretary, whom Nelson realizes is all- 
important to the efficient performance of a busy executive, 
he designed a “work center” which is generous in both size 
and equipment. The typewriter has a convenient permanent 
location adjoining the desk on a storage unit with ample 
knee room. The storage unit contains not only drawers of 
adequate capacity, but a cabinet for personal belongings 
and supplies. Accessories include a built-in lamp, desk- 
height file basket and extra drawer unit. 


Also reflecting his recognition of the importance of well- 
correlated office furnishings is a small desk with storage 
compartment set high off the floor and metal legs to avoid 
the usual appearance of excessive bulk. With a special 
mobile typing table, complete with four drawers and a file 
basket, this is ideal for an office where a secretary's work 
unit is wanted to harmonize with the larger pieces in the 
executive offices. 

The sort of executive office made possible by these forth- 
right functional pieces is a far cry from the stiffly uncom- 
promising and generally uncomfortable offices that too many 
still consider the acme of fine business interiors. The trend 
in living today, be it at home or at the office, is toward 
greater ease and comfort. And when you consider the num- 
ber of waking hours you and your boss spend at the office, 
it would seem to be doubly important that your daytime 
living quarters be as livable, pleasant and carefree as pos- 
sible. 


The accessibility of essential working aids in a compact desk 
and storage area marks one of the major contributions of the 
Executive Office Group (EOG) to increased office efficiency. 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


Bow of you probably have heard the expression “I 
don’t want to be a Landlord.” Why the aversion? Are the 
tribulations of a Landlord so difficult? From a legal point 
of view, this article dealing with Landlord and Tenant may 
assist you in answering that question. 

A Landlord-Tenant relationship is entered into by an 
agreement, commonly called a lease, which may be 
oral, but under some circumstances must be written. 
By a lease, the Landlord, in consideration of rent, 
grants possession of certain premises to the Tenant. 

If a tenancy is for a fixed period, it is called a tenancy 
“for years;” if it is “at will,” that is for an indefinite period. 
it may be terminated by either Landlord or Tenant. When 
a tenant has taken possession 
of the premises lawfully, but 
remained wrongfully, he is 
termed a Tenant “by suffer- 
ance.” 

The rights between the par- 
ties, if the lease is written, are 
determined by that instru- 
ment, of course. It is there- 
fore important to read a lease 
before you sign it. (You may 
need a magnifying glass, but 
do not be discouraged.) Rights 
and obligations may also be 
imposed upon Landlords and Tenants by law as, for ex- 
ample, the Federal law governing the circumstances under 
which the Tenant may be evicted. 

With this lease the Landlord implies that the Ten- 
ant has a right to quiet enjoyment of the premises, 
within the scope of the Landlord’s control. 

Eviction is the constructive or actual removal of the Ten- 
ant from the premises by the Landlord. If the Tenant fails 
to pay his rent, if he violates the terms of his lease or if he 
fails to move from the premises’ when his lease is ended, 
the Landlord may cause the Tenant to be evicted. (This is 
beautiful theory. Actually, there have been so many difficul- 
ties placed in the way of evicting even the most undesir- 
able Tenants—p.obably because there are more Tenants 
than Landlords and therefore more votes in the hands of 
Tenants—that it is rather discouraging to be a Landlord 
tliese days, I am told.) If the Landlord permits a condition 
to exist on the premises which obliges the Tenant to move 
because his quiet enjoyment of the premises is disturbed, 





Eight 


that is termed a “constructive eviction.” If an eviction is 
illegal or unwarranted, the Landlord is responsible in dam- 
ages to the Tenant. 

Miss Q. Tea, a pert blonde secretary, rented an apart- 
ment from I. M. Shockt. Although Miss Tea was known by 
the boys as “hot stuff,” Shockt was to supply the heat. Dur- 
ing a cold spell, the furnace stopped working. Shockt failed 
to have it repaired and after three cold days, Miss Tea 
moved out. Shockt couldn’t rent the apartment and sued 
her for the rent. He cannot recover, as his breach of the 
lease was a constructive eviction. 

Most leases provide that rent is payable in advance. If the 
lease does not so state, it is not payable in advance. Most 
leases provide for what purpose the leased premises may 
be used, and the Tenant cannot use the premises for other 
purposes. If the lease does not express any purpose, the 
Tenant may use the property for any purpose not contrary 
to law, for which the premises were reasonably intended. 

Ida Lize, a lover of horses, 
bought two fine foals, but re- 
fused to keep them in a 
stable, putting them in her 
house which she rented from 
Emma Sawry. Since this was 
not proper use of a house, 
Emma could end the lease. 

The Tenant, who has pos- 
session of the premises, is ob- 
ligated by law to make re- 
pairs. The Tenant can deny 
the Landlord admittance to 
the premises. The Landlord 
must repair portions of the premises which are within his 
control. The obligation to repair, however, may be shifted 
by a provision in the lease. 

Bill E. Ghoat rented a house from Rhea Peale. After Bill 
lived there and Rhea had collected rent for ten years, Bill 
requested that Rhea paint and paper the house. She refused. 
Bill had the work done and then sued her, claiming that he 
had paid rent for ten years and because she had made a 
profit from the rental of the house, she was obliged to make 
reasonable repairs. But Bill couldn't recover his expendi- 
tures. 

Next month we'll continue with the study of Land- 
lords and Tenants. 





The Secretary 
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PRESS KLEEN TYPE CLEANER 

In announcing this new product, Mit- 
tag & Volger of Park Ridge, N. J., point- 
ed out the long-felt need for a method of 
cleaning office machine type that is effec- 
tive, simple and above all, fast. Press 
Kleen, the solution to this problem, con- 
sists of a soft plastic material mounted in 
a rubber handle. Pressed against the type 
face, it cleans type instantaneously and 
may be used indefinitely. 


Circle 148 on coupon, Page 24. 





FLEXIDUCT 

A product of Winders and Geist, Inc., 
of Lincoln, Neb., Flexiduct rubber over- 
the-floor ducts are used for the protection 
of telephone and electrical wires extend- 
ing out into the middle of rooms. Kits, 
already assembled and easily installed, 
consist of a strip of Flexiduct threaded 
with approved lamp cord, a plug and a 
receptacle. Stripping is flat and feather- 
edged, eliminating the possibility of 
stumbling. 


Circle 149 on coupon, Page 24. 
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STATE MEETING 
Northeast —Haddonfield, New Jersey 
Time: March 14 
Place: Tavistock Country Club 


REGIONAL MEETING 
Southwest—Fresno, California 
Time: February 20-22 
Place: The Californian 


DISTRICT MEETING 
Southeast —Columbia, South Carolina 
Time: February 20-22 
NATIONAL CONVENTION 


Northwest—Seattle, Washington 
Time: July 15-18 
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start your day with a smile just like 
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Bue month we'll continue our dis- 
cussion of the words you use and how 
you can learn to make them powerful 
allies in your 9 to 5 career as well as in 
your social correspondence. First, though, 
we're going to quote from a letter writ- 
ten by George Washington which he 
circulated among the thirteen colonies 
back in 1781. 

“I feel myself unhappy in being 
obliged to inform you, that the Cir- 
cumstances in which I find myself at 
this late Period, have induced me to 
make an Alteration of the main object 
which was at first adopted, and has hith- 
erto been held in View, for the Opera- 
tions of this Campaign. . . . 

“The Fleet of the Count de Grasse, 
with a Body of French Troops on Board, 
will make its first Appearance in the 
Chesapeak; which, should the Time of 
the Fleets Arrival prove favorable, and 
should the Enemy under Lord Corn- 
wallis hold their present Position in Vir- 
ginia, will give us the fairest Opportun- 
ity to reduce the whole British Force in 
the South, and to ruin their boasted Ex- 
pectations in that Quarter: to effect this 
desirable Object, it has been judged ex- 
pedient, taking into Consideration our 
own present Circumstances, with the 
Situation of the Enemy in New York 
and at the southward, to abandon the 
Seige of the former, and to march a 
Body of Troops, consisting of a Detach- 
ment from the American Army, with 
the Whole of the French Troops, imme- 
diately to Virginia.” 

This was taken from THE WRITINGS 
OF GEORGE WASHINGTON, Vol. XXIII, 
page 27. Notice that the entire second 
paragraph is one sentence; there is no 
period until the end of the word “Vir- 


ginia.” Does that mean President Wash- 
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ington was long-winded? No—and we 
aren't quoting the venerable Washing- 
ton in order to criticize him for he con- 
formed to the letter writing style of his 
day—but compared to present day us- 
age his capitalization, punctuation and 
involved sentence constructions do seem 
Victorian. 

Few of us would use the unusual cap- 
italization peculiar to Washington's let- 
ter, for he wrote at a time when our 
language was still taking form. But how 
about those stilted phrases and trite 
words? Are your own letters “wordy?” 
Letter writing in Washington's era was 
typical of the formality of the dress and 
manner . . . the powdered wigs, the 
hoop skirts, the hand-kissing gentlemen 
and coy Colonial ladies. 

Today's pace is swift; social etiquette 
has relaxed. What was accepted in 
Washington's day is no longer high 
style, whether it’s fashion or sentence 
structure. We've discarded frills and 
furbelows just as we've cast off those 
stereotyped words. But, actually, have 
we? Do you deliberately avoid words 
and phrases that are worn out from con- 
stant use or do you include them in 
your letters because you've heard them 
repeated often? Don’t be afraid to write 
an original letter. 

The use of contractions has always 
been a problem with some letter writers, 
but it needn't be. Because contractions 
seem normal, you sprinkle your conver- 
sations with them: “I can’t do it today.” 
“We've mentioned it to her.” “How'd 
you like to read this book?” You use 
these contractions without even think- 
ing about them, but often, with your 
fingers resting on your typewriter keys 
or curled around your pen, you hesitate. 
Actually there’s no law against using 
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No. 6 in a series of articles on Letter 


Writing Technique, written by 
your publisher exclusively 
for THE SECRETARY. 


them in your writing although many 
persons think they remember such a 
rule from school days. 

We have discussed in a previous 
chapter of this series the ways to make 
your letters sound the way you do—as 
though you're speaking, not writing 
laboriously. One of these ways is to use 
contractions. Look at the italicized ex- 
amples above: words like can’t and 
we've are in common use and are ac- 
ceptable. You can name many more— 
won't, hasn't, you're, we'll, ad infinitum. 
A contraction like how'd for how would 
is better saved for your conversations, 
but contractions which are in common 
use may be included in your letters. 

If you wish to make your letters ex- 
tremely forceful, your effect will be 
achieved with the two words rather than 
with the contraction. For example, “I 
will not help you” is more emphatic 
than ‘I won't help you,” because you un- 
consciously tend to place the accent on 
the negative word mot even when you 
are reading the phrase silently. A letter 
in which one contraction follows another 
becomes choppy, so make moderation 
your key word. 

Abbreviations are another pit-fall 
which cause two-fold difficulties. You 
may use so many that your finished let- 
ter looks incomplete or you may use 
abbreviations which are not familiar to 
the average person. You can always fol- 
low this rule, however; if you spell out 
the word or phrase at the beginning of 
your letter, it’s permissable to substitute 
initials when referring to it later, if 
these initials are standard. 

Mentioning even well-known groups 
by their intitials can cause confusion. 
This is proved by the jackpots on radio 
and TV quiz programs which remain 
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untouched because the contestants 
couldn’t identify initials, such as the 
NLRB or NATO, for the $64 question. 
(If you would have been at a loss your- 
self, learn them now: National Labor 
Relations Board and North Atlantic 
Treaty Organization.) The abbreviations 
used in popular magazines such as The 
Saturday Evening Post or Life are usu- 
ally understood by the majority of 
Americans, but don’t expect your reader 
to recognize abbreviations if you're 
copying them from Birds and Animals 
of West Afganistan, or some equally 
technical book. 


Abbreviations seem to agree with the 
currrent hurry-hurry, get it done, send 
it out attitude of modern business, so 
we take all the short cuts we can to 
speed our correspondence output. We 
abbreviate February to Feb., Avenue to 
Ave.; Massachusetts to Mass.; Corpora- 
tion to Corp. Now it’s true they're con- 
sistent with the standards of proper let- 
ter form, but we know a secretary who 
received a compliment from her com- 
pany’s Vice President early one morn- 
ing, and she beamed the rest of the day 
because of it. The Veep’s words: “Miss 
Wilson, you deserve a bonus for the 
good-looking letters you're getting out. 
They're certainly worthwhile represent- 
atives of this organization.” And do you 
know one of Miss Wilson’s policies? 
Don't abbreviate! When training new 
employees, she taught them to spell out 
all words. “Gives your reader a better 
impression,” she insisted. And her perse- 
verance was repaid with those words 
from the Veep. Miss Wilson did make 
one exception. “When you're answering 
a letter, use the style it follows. If Pro- 
fessor of Business Administration was 
abbreviated to Professor of Bus. Ad.— 
that’s a long title—then use the short- 
ened version in your answer.” Miss Wil- 
son is a wise secretary who is a model 
for imitation. 


Maybe you don’t have a Miss Wilson 
in your office, but if you do have a ques- 
tion about spelling, grammar, punctu- 
ation, or abbreviations, here are a few 
reliable reference sources: Webster's 
New International Unabridged Diction- 
ary; the seventh edition of The Secre- 
tary’s Handbook—A Manual of Correct 
Usage by Sarah A. Taintor and Kate M. 
Monro; and the sixth edition of Stand- 
ard Handbook for Secretaries by Lois 
Irene Hutchinson. 


Next month we'll tell you why “Let- 
terheads Are Important.” 
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Your Role at the 
Convention 


by BETTY JANE GILMORE 
Southwestern Member, 
Convention Committee 


Bin the magnificent scenery of the 
Pacific Northwest with the beautiful 
harbor of Seattle as a backdrop, the cur- 
tain will go up on a stellar attraction 
“NSA EIGHTH NATIONAL CON- 
VENTION,” with an impressive cast of 
top talent secretaries gathered from all 
over the U.S.A. Advance notices rate 
this a sure-fire production, and the 
“backers” are hoping it will be a com- 
plete sellout. 

For months on every theatre marquee 
throughout the country, you've been as- 
sured that “movies are getting better 
than ever.” But we won't have to assure 
you that “National Conventions are get- 
ting better and better.” If you attend 
this one in Seattle, you'll be convinced! 

Why is it necessary to attend a Na- 
tional Convention? Because of the neces- 
sity to become more National Consci- 
ous ... to strive for the organization as 
a whole. Important rules and actions are 
voted upon at the Convention and un- 
less your chapter is represented, it will 
have no part in electing our National 
Officers, nor in helping to formulate 
rules to govern the organization. No 
matter how sound the National structure 
is, its real strength depends upon the 
individual chapters. That s why the most 
valuable asset of NSA is its chapters. 
That’s why the most valuable contribu- 
tion you as a chapter can make to the 
organization as a whole is to have a 
delegate present in Seattle. 

From the moment you step off the 
plane, train, bus or car until the last 
farewells, one of the most satisfying ex- 
periences of the Convention will be the 
personal contacts you make. You will 
have the opportunity to meet your Na- 
tional Officers and Board and exchange 
ideas with them. You will meet secre- 
taries from chapters all over the coun- 
try. You will hear and meet top leaders 
of education and business who are vital- 
ly interested in The National Secretaries 
Association and in the CPS Program. 
Their enthusiasm will catch you up and 
carry you along with them. You will 
take back with you the warm glow of 
all the wonderful friendships you have 


made. 
(continued on page 20) 
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Chef Arnold Neesen holds her steak, as Stella brands it at the 
Stoekyard Inn’s famous Sirloin Room. Steaks are displayed 
on a mound of garnished ice in the background. When a cus- 
tomer has selected the steak he wants, he brands it, then has 
the chef prepare it to order. 


Twelve 


- Vear, points out where most of the popular 
ne go 3s restaurant cuts come from in a side 
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_ who fret at having more than one boss 
won't envy Stella Knowles. She has five! 

As secretary to L. R. Vear, manager of Swift & Com- 
pany’s Hotel Sales Department, Stella also doubles as sec- 
retary to four other men in the department. Fortunately— 
for her—their duties in following hotel, restaurant, and in- 
stitution sales and services for a company with such a 
variety of products keep them traveling much of the time. 

Mrs. Knowles and her five men must be familiar with 
practically every product the company sells. In addition to 
the wide range of meat items themselves, clients are apt 
to use anything from soaps and cleansers; fats and cooking 
oils; dairy and poultry products; to canned foods and mar- 
garine. 

Another very important activity of Swift's Hotel Sales 
Department is the help they give in buying products to fill 
special orders. Large hotels and restaurants have a way of 
wanting WHAT they want WHEN they want it and 
HOW they want it. So Mr. Vear and his staff serve as ex- 
pediters all along the line. Stella recalls one time when it 
was necessary to get lambs from Ogden, Utah, and turkeys 
from Chicago to fill one special order in New Orleans! 
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She sums up her part in this range of duties as “the cen- 
ter of a five-spoked wheel,” and she adds, “As the only 
member of the department always in the office, it’s up to 
me to handle all sorts of details for the men who are away, 
or find someone in the product departments who can take 
care of calls that require immediate attention.” 

During one of those hectic periods when all five of her 
men were in town at the same time, she confesses that she 
had Mr. Vear come down to the office all dressed up for 
Boss. Nite—a week too soon! That was the day she de- 
cided it was time to call on the company’s general steno- 
graphic department to come to her rescue. Now they take 
over much of her more routine work. 

Hotel Sales also makes about 2,000 hotel reservations a 
year for Swift personnel who travel. They make arrange- 
ments and plan menus for company meetings all over the 
country. This phase of the work sometimes brings Stella 
in contact with the company’s top executives. Because this 
is her first job with a big company, she still marvels at the 
size. “Just imagine,” she exclaims, “75,000 people! . . . and 
I'm always amazed when I find our top men so friendly 
and informal.” 

Mrs. Knowles found Swift's indoctrination training pro- 
gram for secretaries helpful in gaining a broader perspec- 
tive of the business. Each girl starts as a vacation relief 
stenographer before settling down permanently. Stella 
worked in the research laboratories, a vice president's office, 
and in the plant sales, dairy and poultry, and industrial 
relations departments before she was assigned to hotel sales. 
“I found this getting-acquainted experience a wonderful 
help,” she says, “both in understanding our operations and 
in getting to know people throughout the company.” 

She emphasizes the wide variety of her work in Hotel 
Sales, “It ranges all the way from making hotel reservations 
for one of our vice presidents at the Mardi Gras to attend- 
ing hotel, restaurant, or club conventions, where I some- 
times, as hostess, pin Swift's ‘Some Chicken’ bibs on the 
conventioneers!” 

Stella got her “basic training” for the packing industry 
early. As one of five children on a small Oklahoma farm, 
she helped with the fall butchering and curing of meats. 
Other assignments included canning chickens and making 
sausage and soap. She recalls, “I didn’t know there was any 
other source of food outside of raising it and putting it up 
yourself.” Her first job, “where I earned money,” was at 
nearby farms cooking for harvest crews. Salary: $1 a week 
plus room and board. 

Stella had 12 years of varied secretarial experience be- 
fore coming to Swift. In high school she wanted to be a 
nurse but at graduation was too young to enter training 
After working a year at the nearby Red Cross office, she 
showed such a knack for secretarial work that the director 
persuaded her to go to business school instead. 


. After graduation her first job was for a doctor; then she 

moved to the state department of public welfare. When 
the war came, she switched to the War Department and 
served, among other assignments, as secretary to the Com- 
manding General on Okinawa. 

While in the Pacific she spent her vacations in Japan 
and China, becoming intensely interested in the Orient. In 
Shanghai she attended a Chinese wedding and the tradi- 
tional feast; was entertained by the family of a Chinese 
Nationalist officer she had met on Okinawa. “It certainly 
makes a difference in your attitude towards the people of 
another country,” she says, “when you personally know 
some of the folks there.” Although she developed a deep 
sympathy and understanding for the people of the East, at 
the same time she developed a deeper appreciation for 
America. She brought back from China a number of house- 
hold items which have served to set an Oriental motif for 
her home. 

As an ex-farm girl, Stella finds nothing unusual about 
working in the stockyards. “I often jokingly remark, when 
people raise their eyebrows at the idea, that we no longer 
sit out in the pens with the livestock.” As a matter of fact, 
Swift offices are quite removed from the pens; they've been 
completely air conditioned since 1917. 

Accustomed to much smaller towns, Stella has both plus 
and minus reactions to living in the Windy City. “I like 
the music, the interesting places to go, the museums and 
art galleries,” she says. “But I don’t like the time it takes 
to get to them.” 

Outside the office, Stella’s schedule is a carbon copy of her 
career schedule. She and her husband have been decorating, 
furnishing and landscaping a new home. Recently they 
finished papering their kitchen at 2 o'clock one morning. 
“T like all phases of housekeeping except dishwashing,” she 
says. She and her husband compete, on a handicap basis, at 
the bowling alleys each week. The loser washes the dishes 
for the following week. Thus far she has more than held 
her own. 

She is an active NSAer. As a member of the Lake Shore 
Chapter’s civic and philanthropic committee, she advanced 
the idea of a barn dance to raise money for the chapter's 
scholarship fund. The committee was skeptical, but her en- 
thusiasm won out; she knew from experience the fun they 
can be. She sold over 100 tickets herself and the dance went 
over the top financially. 

In addition to bowling in a mixed league with her hus- 
band, Stella attends a gymnastics and volley ball class at 
the “Y,” occasionally takes in a square dance or symphony 
concert and serves as second mother to a host of neighbor- 
hood small fry. Add to these activities an avid interest in 
people and reading, a love for dramatics and social work 
and you have a profile in motion of Stella Knowles, secre- 
tary-dynamo. 
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Hoot mon! Donna Atwood, National Champion, dubbed by 
writers the Number One Queen of the Ice and Sweetheart of 
the Silver Blades. 


The incomparable Donna Atwood once more skates with the 
spectacular Bobby Specht. The undisputed King and Queen 
of all ice skaters are teamed together again in Lerner & 
Loewe’s musical, “Brigadoon.” 
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by DONNA ATWOOD 





Miss Atwood, in real life, Mrs. John H. Harris, 
is the star of Ice Capades and has been a noted 
performer on the ice since she was 13 years old. 


aw TITLE of this article is not intended to be a pun, nor 
is it given with any sense of amusement. I'm serious about 
it. If you want to enjoy an avocation that will bring you 
health and relaxation, at the same time giving you grace 
and poise, then make your vacation a hobby of ice skating. 

I say make your vacation a “hobby” of ice skating. You 
will develop the desire to improve . . . to perfect your 
skating; and in doing that you will skate your way right 
into a very happy, healthy avocation that will relax you 
more than any other sport I know. 


The Secretary 








Some of you who read this may say to me: “Well and 
good; but when I want a vacation, I want to rest. Anyway, 
where can I find an ice rink if I want to go skating in the 
middle of the summer, when the sun is baking the pave- 
ments?” 

A logical question, all right. But there are ice rinks in 
almost every city in the United States today and they're 
open winter and summer. Skating, unlike football or base- 
ball, is a year-round sport these days. Ice and snow outside 
will give way to warmth and greenery during the verdant 
spring days, yet on indoor rinks from New York to Cali- 
fornia and up into Canada, the ice will still crunch beneath 
the flashing blades of skaters who are out for the fun of it. 
There's no reason why, today, one cannot seriously take up 
ice skating as a permanent hobby. 

There is nothing more graceful than figure skating. 
You'll soon learn that the epitome of all grace is ice skat- 
ing; and certainly there’s nothing more healthful than just 
plain ice skating. 

Don't worry about beginner's luck. You'll have your ups- 
and-downs, but before you know it you'll be skating .. . 
and what’s more you'll enjoy it. Then when you begin to 
want to improve your strokes, you'll have become a con- 
firmed ice skater; for then comes the keen enjoyment of 
competition with yourself trying to “do better tonight than 
I did the last time.” 

Now, naturally, you can’t enjoy skating if it’s going to be 
hard work for you; and it will be work if you approach ice 
skating with the fear that you can’t skate because you're 
sure you have weak ankles. Let me assure you that there is 
no such thing as “weak ankles.” That is the truth! There 
are no “weak ankles!” 


I had to learn the hard way, of course; and many times 
I felt like putting up the skates. But early in my experience 
I learned that the trouble is not in your ankles at all; it’s in 
your skates. With nearly all the ready-made stock outfits, 
the skates are fastened to the center of the shoe; but in 
skating the weight is not on the center of the 
foot—it's on the inside. So naturally, the ankles 

sink inward. 


After you've been skating awhile and ob- 
served how far your ankles go, take your skates 
to the man who sharpens them at the rink you 
attend. He'll plug up the old screw holes and 
set the skates where they should be. Then when 
you get on your skates again, you'll find you have a brand 
new pair of skating ankles. 


As an outdoor sport, ice skating is healthful and invig- 
orating. As an indoor sport it is healthful, invigorating and 
may be enjoyed in every kind of weather. It is the most 
graceful of all sports, and it exercises almost every muscle. 
Skating gives you strength of the leg and back muscles, 
suppleness, endurance and an absolute control of your body. 


In skating, as in few other sports, most of the muscles of 
the body are called into action, with special strain of the 
erector trunchi and gluteus medius, a very important muscle 
that keeps the hipjoint stable in jumps and spins. 


Skating is a wonderful sport, and I know of no better 
hobby that a young woman can adopt than ice skating. Any- 
body can learn how to skate; and once you get the feel of 
the ice, nothing in the world is so relaxing and conducive 
to healthful recreation. 


Ce 
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HACKENSACK, NEW JERSEY 
( Hackensack Chapter) 

President 

Mrs. Margaret H. Wissner 

c/o Edward A. MacDonald 

15 Main Street 

Vice President 

Mrs. Angela C. Stark 

128 Oxford Avenue 

Saddle River Township 

P. O. Rochelle Park, New Jersey 

Corresponding Secretary 

Maria Leonard 

Soldier Hill Road 

Emerson, New Jersey 

Recording Secretary 

Mrs. Mildred N. Baker 

1298 Hastings Street 

West Englewood, New Jersey 

Treasurer 

Margaret E. Stalter 

629B Shaler Blvd. 

Ridgefield, New Jersey 





State 
Organization 
Officers 


KENTUCKY STATE OFFICERS 
President 
Helen B. Cantrell 
c/o The Courier Journal- 

The Louisville Times 
Louisville, Kentucky 


Secretary 

Mrs. Don Duhme 
19 East 12 Street 
Covington, Kentucky 


Treasurer 

Mrs. Thelma H. Rogers 
162 North Arcadia Park 
Lexington, Kentucky 
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Evelyn Moore, of Los Angeles, Cali- a 

fornia, watches the conductor on the — 
“Trikk” select the right ticket from 
his unusual holder. 


Captain Kjell (pronounced She 
Hansen of the Royal Nofwegian 
Force checks some corresponden 
fore dictating to Evelyn Moore. His - 
assistant, Harry SrenSen, 1 ieuten- 
ant, Royal Danish Army, i n 
ested observer. / 
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It’s a far cry f a 
from Californias | 
sun-kissed shores 
to the bleak mountains } 
of Nornay, but life es 

proves interesting to . . (@%e.« an American Secretary 





““Evélyn and her British friends stop 
for another look at the famous ski- 
jump. Yearly meets here draw the 
spectators. 





by HENRY F. SCHLOSSER 


WwW HEN the average American secretary in New York is 
still deep in slumber, an attractive young girl in Oslo, Nor- 
way, where it is six hours earlier, is giving a last minute 


pat to her blonde hair, straightening the seams of her ny- | 
lons and getting ready for a day at the office. 
Last minute preparations completed, Evelyn Moore, a | 


blue-eyed, 22-year old, formerly of Sherman Oaks, Califor- 
nia—a suburb of Los Angeles—goes downstairs to the din- 
ing room of the B.A. Hotel for breakfast. 

Although the hotel is modern (the full name is Bygdy 


Evelyn Moore stops at an open air newsstand for a magazine. 


Although most magazines and papers are in Norwegian, many Alle—for the street on which it is located), the huge smor- 
popular American publications also are sold here. gasbord table—heavily laden with cold sliced roast beef, 
Photographs by Jan Heeres of Holland roast pork, ham, cheese, sardines, potato salad, pickled beets 
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fof those who find the other snacks a bit too filling at the 


early hour. Evelyn varies between the American and Con- 


tinental offerings. 

Oddly enough, the occupants of the dining room are pre- 
dominantly Americans who comprise about 75% of the 
Hotel's guests. Personnel from the U. S. Air Force, both 
enlisted and officers, are in the majority. Also present are 
the inevitable tourists both European and American, plus 
business men from all over the world. 

Breakfast over, Evelyn wends her way among other 
hurrying people toward the Trikk station at the National 
Theatre. The Trikk, used on the Holmenkol Railway line, 
resembles a combination train-trolley car with fancy wood- 
work and leather upholstered seats. It takes its name from 
the English word “electric.” 

The car is divided into two sections with the entrance at 
the middle. In the forward half there is a sign which reads 
“Rokning Tillat,’ meaning smoking allowed. Advertise- 
ments in Norwegian adorn the top half of the cars just as 
they do in American busses and street cars. 

Evelyn's destination is Voksenlia, near the famous Hol- 
menkol Ski-Jump, away up in the mountains. After she 
leaves the Trikk, she walks uphill for more than a half-mile 


Evelyn points out the landing spot of jumpers using the Hol- 
menkol Ski-Jump, to two British Petty Officers. The famous 
Ski-Jump was the site of the 1952 Olympic skiing contests. 


before arriving at the headquarters of Admiral Sir Patrick 
Brind, a British Naval Officer who is Commander in Chief 
of the Allied Forces in Northern Europe. He is also Com- 
mander of Naval Forces, Northern Europe and in his dual 
role comes under the jurisdiction of both General Matthew 
B. Ridgway, USA, and Admiral Lynde D. McCormick, 
USN, who command the NATO land and sea forces. 

The headquarters are in a former combination hotel and 
rest hospital. New wings and buildings have been added, 
and it is one of these wings which houses the air section 
of the command in which Evelyn works. 


The Secretary 


But why is an American girl working 5,000 miles from 
her native shores? 

An inborn spirit of wanderlust first prompted her to take 
a job overseas with the Marshall Plan in 1950. Under civil 
service she was employed as secretary to H. L. Wilsey, then 
trade officer at the American Embassy, in Oslo. After work- 
ing there for about a year, she returned to the States to 
work in the foreign films department of Sol Lessor, a movie 
producer at R.K.O. She also was an agent for Ivo Caprino, 
a clever puppet film producer, whom she had met while 
in Oslo. 

The travel spirit proved strong though, and she returned 
to Oslo in July 1952, and applied for a job at Admiral 
Brind's headquarters. 

Hired on the international staff, Evelyn found it consid- 
erably different from her job as an international civil ser- 
vant. She is paid in Kroner, the Norwegian medium of ex- 
change, and in order to pay bills in the States Evelyn needs 
special permission from the Norwegian Government to 
change Kroner into dollars. 

Her rate of pay is almost half of what a civil servant 
receives. Evelyn averages about 700 Kroner a month plus 
a NATO allowance which brings her monthly income up 
to 1,200 Kroner or roughly $170. Contrasted with the aver- 
age Norwegian secretary's pay of 600 to 700 Kroner, equal 
to $100 per month, her salary is good. On the other hand, 
the civil servants who are hired in the U.S. and assigned 
overseas to American military officers are paid in dollars. 
They receive a salary plus a cost of living differential and 
a post allowance (for quarters) in addition to post ex- 
change privileges. This brings their income to approxi- 
mately 2,450 Kroner or $350 per month. 

Actually, Evelyn’s job is with the British R.A.F. element; 
she is the first American girl to be assigned to this position. 
During the course of a normal day, however, she works 
with Norwegian, Danish, American and British personnel. 

An amusing aspect of her secretarial job is that she finds 
it easier to take dictation from English speaking Norweg- 
ians than from the British R.A.F. officers. She laughingly 
explains the reason: “The Norwegians speak slowly and 
very precisely. The British speak much faster with a pro- 
nounced accent, which at times is hard to fathom.” 

She also recalls the day she had to type a long letter over 
because of one simple mistake: her spelling of the word 
“check” was incorrect. The British officer dictating insisted 
upon the spelling “cheque!” “I’m sure secretaries all over 
the world will sympathize with me on that one,” she smiled. 

And what about the off-duty hours? Well, according to 
Evelyn there is plenty to do. In the summer, when the sun 
doesn’t set until 10 P.M., there are long hikes into the coun- 
try and sailboat rides down the Fjords. Oslo, itself, like most 
European cities abounds with outdoor cafes and concerts in 
the parks. In the winter when there is only six hours of 
light from 10 A.M. until 4 P.M. there is skating and skiing. 
Although accomplished in both sports, Evelyn recently mis- 
judged a turn during one of her skiing trips, and painfully 


bruised her knee. 
(continued on page 32) 
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SOUTHWESTERN DISTRICT 
Jo MAES KNOERR 
2025 Rutgers Avenue 
Long Beach 4, California 

The SAN FERNANDO VALLEY CHAP- 
TER (Burbank, California) hostessed the 
second Southern California ICC Meet- 
ing of the fiscal year. Present were 85 
members of the HOLLYWOOD CHAPTER 
(Hollywood, California); SAN FERNAN- 
DO VALLEY CHAPTER (Burbank, Cali- 
fornia); QUEEN BEACH CHAPTER (Long 
Beach, California) Los ANGELES CHAP- 
TER (Los Angeles, California); WIN- 
TERGARDEN CHAPTER (El Centro, Cali- 
fornia); WILSHIRE CHAPTER (Los An- 
geles, California); PASADENA CHAPTER 
(Pasadena, California); LADO DEL RIO 
CHAPTER (Riverside, California); SEC- 
RETARIAN CHAPTER (San Bernardino, 
California); SAN DIEGO CHAPTER 
(San Diego, California); and SANTA 
MONICA CHAPTER (Santa Monica, Cali- 
fornia). State Organization and candi- 
dates for National offices were two of 


the topics discussed. 
* * * 


GREGG ANN CHAPTER (Coffeyville, 
Kansas) entertained 15 guests, five of 
whom later became members, at their 
sixth anniversary party. Presiding at the 
tea table were Mrs. Marie Powers, Pres- 
ident, and Mrs. Betty Wray, Vice-Presi- 
dent. 


Poppy TRAIL CHAPTER (Fresno, Cal- 
ifornia) has established a revolving loan 
fund which will be administered by the 
Fresno Junior College on a loan basis, 
to some worthy girl who desires to be- 
come a secretary and needs financial as- 


sistance. 
* . * 


WESTPORT CHAPTER (Kansas City, 
Missouri) has donated $100 to the Ann 
Arbor, Michigan, Chapter of the Muscu- 
lar Dystrophy Association. In addition, 
the members have been purchasing im- 
ported Hungarian blouses, (sold exclu- 
sively in the United States by the Mus- 
cular Dystrophy Association) and ear- 
rings assembled by this Association. 
Funds are needed for Medical Research 
to find a cure for muscular dystrophy, 
and if other chapters are interested in 
this cause WESTPORT CHAPTER will 
gladly furnish details. 


Forty-two children of the Salvation 
Army Nursery were entertained at a 
Christmas party by the WESTPORT 
CHAPTER. A record player was present- 
ed to the Salvation Army Red Shield 
Nursery for the children’s use. 


* * * 


DESK SET CHAPTER (Corpus Christi, 
Texas) entertained employers at their 
third Boss Nite dinner at the Breakers 
Hotel. H. W. Rahn, Director of Re- 
search at the Corpus Christi Laboratory 
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of Columbia-Southern Chemical Corpor- 
ation, was crowned “Boss of the Year” 
and presented with an inscribed trophy. 
The Chapter has initiated five new 
members; sold their handiwork at the 
annual Christmas Arts and Crafts Fair; 
and collected canned goods to fill a 
basket for a needy family. 
* * * 

Two members of TOWER LIGHTS 
CHAPTER (Austin, Texas) have been 
honored: Bess Oliver has been named 
president of State Organization in Texas, 
and Adele Pilling has been named a 
member of the State Organization Com- 
mittee for the Southwest District. 

Gladys Jurchak of the HOUSTON 
CHAPTER (Houston, Texas) not only 
was the winner of the “Beat the Champ” 
contest at the Convention, but also was 
selected as “Miss Personality” by the 
Desk and Derrick Club for the month 
of November. 


(continued on page 25) 
* * * 
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Bess Oliver, of the TOWER LIGHTS CHAP- 
TER (Austin, Texas), has been named 
President of the state organization in 
Texas. She’s pictured here with her four 
bosses. 
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Presiding at the tea table at the Sixth An- 
niversary and Guest Night party of the 
GREGG ANN CHAPTER (Coffeyville, Kan- 
sas) are Mrs. Betty Wray (left), Vice 
President, and Mrs. Marie Powers, Presi- 
dent. Standing, left to right, are: Margaret 
Foland, Pat David, Dixie Teehee, Dorothy 
Snow, Mrs. Henry Blake, Helen Blagg, 
Mrs. Melvin Jones, Mrs. W. H. Yant (a 
former member), Mary Mitchell and Jean 
Altom. 
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1. “Time was when I couldn’t understand all the 
boss’s dictation and had to keep barging into his office 
with such momentous questions as, ‘Did you say “door” 
or “bore” ?’ 


understanding woman! 








2. “‘But now we've got those new Dictabelts and, just 
like the Dictaphone salesman said, they’re really a superior 
recording surface. They’re so good I can almost hear the 
boss think. ; 











3. “Add ’em to Dictaphone TIME-MASTER, a real dilly 
of a dictating machine, and I’ve got an unbeatable com- 
bination. My stuff is letter-perfect in jig time. and I’ve got 
time over for filing, and other important stuff. 


The new Dictabelt gives reproduction like F-M radio. No surface noise. Every 
whisper audible. Try them out in your own office. Clip the coupon! 





DICTAPHONE 


CORPORATION 


Greatest name in dictation 





IT’S AND | 
/@ SAID— | DONE! ‘% Mig 


A & a 





4. “‘In fact, things have gone so smoothly around our 
shop that the boss called me in the other day and said, 
‘Jane, you’ve got a raise.” ‘Why not?’ I said. ‘I’m an 
understanding woman.’ 


” 






Clip coupon now! 
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Dictaphone Corp., Dept. T-23, 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of ‘Letter Perfect.”’ 


Your Name. 
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Your Role at the Convention 


A delegate can bring back to her 
Chapter: an accurate record of the year's 
events which affect all chapters, the re- 
ports of the President and the Board, a 
broadened outlook and clearer insight 
into the overall structure and functions 
of the organization. She will have a bet- 
ter understanding of the CPS Program. 
She will have new ideas for increasing 
membership and the solution to many 
of the problems which confront each 
chapter. 

Because of the important role a dele- 
gate plays at a National convention, ser- 
ious consideration should be given to 
the selection of your delegate. She 
should be conversant with NSA’s na- 
tional affairs. She should be thoroughly 
familiar with the National by-laws, and 
with the proposed changes to the by- 
laws. She should have background in- 
formation about the way her chapter 
wishes her to vote. She should be pre- 
pared to contribute to the floor discus- 
sion with ideas in support of her chap- 
ter’s wishes. 


(continued 
from page 11) 


It is important to be a diligent dele- 
gate. Just going to the convention ses- 
sions isn’t enough—a delegate should 
be constantly alert to what is presented. 
Along with the fun and social get-to- 
gethers, a convention delegate has work 
and responsibility, but there is compen- 
sating satisfaction in doing a good job. 
In addition, there is immeasurable pleas- 
ure gained from the close association 
with fellow members from all parts of 
the United States. 


The Pacific Northwest is a perfect 
complement for our national convention 
for it, too, in the past 10 years has had 
growing pains, but at last has come into 
its own. 

We can describe the advantages to 
your chapter of attending the national 
convention in Seattle, but the real bene- 
fits can be realized only by actually ex- 
periencing them. 

Remember, reservations wil] go fast 
for this big production. Get yours in 
early . . . don't be disappointed! 








BUCKI-TALK 


| Why are the folks who wie 
| Buckeye Ribbons & Carbons 
| like George Washington 7 | 


Cause theyre not hbbin 19, especially 
when they Say you never used 
better ribbons and carbons ‘dl 


Want me for your own doggie little paper- 
weight ? Then write for me on your 


COMPANY LETTERHEAD / 'l help keep 


your desk in order and I'l) remind you 
that your best buy always comes from 


BUCKEYE RIBBONS and CARBONS 
7211 St.Clair Ave., Cleveland 3,.0hio 
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MASCO "MIDGETALK" 


A two-station intercommunication sys- 
tem called the Masco “Midgetalk” is made 
by Mark Simpson Mfg. Co. of Long Is- 
land City, N. Y. Consisting of one master 
station and one remote station, it can also 
be used as a two-way paging system. The 
remote station can be wired for either 
private or non-private operation. Master 
station has on-off switch, volume control, 
and on-off pilot light. Both stations have 
a press-to-talk switch so that either can 
originate the call. 


Circle 150 on coupon, Page 24. 





AMBERG FILE CADDY 


This File Caddy, made by the Amberg 
File & Index Co., glides along on smooth 
casters to take its place beside a desk when 
needed. The 25 folders are suspended 
over, rather than stacked into the caddy. 
With permanent metal tabs, they swing 
along freely, making the contents readily 
accessible. A cover sliding over the top 
covers the files when not in use and a de- 
pendable lock keeps secrets secure. 


Circle 151 on coupon, Page 24. 
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Income Tax Forms 
and Recent Changes 


In Tax Laws... 


As WE approach the Ides of March almost all the citi- 
zens of the United States feel that there is a day of reckon- 
ing for all their previous year’s business dealings and many 
of their personal financial transactions. People are finding 
more and more that much of their business planning and 
many of their personal affairs have a bearing in one way or 
another on the preparation of their income tax returns. 
There are quite a few tax return forms in use depending on 
whether the report pertains to an individual, a partnership, 
a corporation, or someone entrusted with the management 
of funds, such as an executor or trustee. As a secretary, you 
may be asked to prepare or assist in preparing any one of 
these numerous reports, and we shall try to give you a 
bird's-eye view of the more common reports and schedules, 
the important recent changes in the tax laws, and, next 
month, some hints on minimizing taxes. 


Commonly used Tax Return Forms 

(a) Form 1040A. This form requires no calculation by 
the individual taxpayer because the director of Internal 
Revenue calculates and bills the tax on the basis of a few 
simple questions which must be answered on the form. If 
the tax can be calculated in more than one way under the 
law, he will bill the taxpayer for the least amount possible. 
Total income must be less than $5000 and consist entirely 
of wages with not more than $100 of other income, such 
as interest, to be eligible to use this form. 

(b) Short-Form 1040. This is the same as the Long 
Form 1040 except that pages 3 and 4 are detached before 
filing because no tax calculations are made. Instead, the tax 
amount is selected from a table on page 4 and entered on 
page 1 of the return. The table is designed to allow the 
taxpayer approximately 10% of income as deductions with- 
out his having to list them. In using Short-Form 1040 as 


The Secretary 


by MARY ANN STROTHMAN, C.P.A., shown here with 
her husband, Walter R. Strothman, also a C.P.A. 


















well as Form 1040A he is at a disadvantage if his actual 
allowable deductions exceed 10% of his income. In other 
words, if the taxpayer has actual deductions which amount 
to more than 10% of his income he should use Long-Form 
1040. 

(c) Long-Form 1040. This form must be used if in- 
come was $5000 or more. Using this form, the taxpayer has 
the option of the standard 10% deduction or of itemizing 
his deductible expenses. If his deductible expenses such as 
taxes, interest, charitable contributions, etc., exceed 10%, 
he will generally pay a lower tax by itemizing them on the 
return. However, if his income is less than $5000 and his 
deductions are in the neighborhood of 10%, he will be 
well advised to calculate his tax on the Long-Form 1040 
and on the Short-Form 1040 and use the one resulting in 
the lower tax. Remember that regardless of which form is 
used all the original W-2 Forms received from employers 
must be attached to the return. The taxpayer should keep 
the carbon copy of the W-2 Forms as well as of the returns 
for his own files. 

(d) Form 1040F. This form is a schedule of farm in- 
come and expenses to be use by farmers on the cash basis 
or who keep no books. Farmers who keep books have the 
option of reporting farm income and expenses on this form 
or on Schedule C—Profit (or loss) from Business or Pro- 
fession. 

(e) Form 1065. This form is used for reporting part- 
nership income. It is different from all other tax returns in 
that no income taxes are paid by partnerships as such and 
the return is filed merely to report the partners’ shares of 
income and credits which will normally be reported by the 


individual partners on their own tax returns. 
(continued on page 24) 
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An Appetizing 


inter Meal 


That’s Quick 


and Economical... 


A VARIETY of well-balanced meatless meals may be cre- 
ated from the bountiful display of canned and packaged 
foods in the family cupboard. Economical canned fish is 
especially convenient to serve during the winter season. 
This nutritious food may well be the main course of fre- 
quent menus. 

For simplicity in cooking, with results that are not only 
good-tasting and eye-appealing, but nourishing as well, try 
this unique way of serving canned salmon. Bake it whole, 
covered with a savory coating. Brown quickly in the oven 
to a toasty color and serve with buttery carrots and lima 
beans. This is an economical meal and is a work-saver as 
well. Place the salmon and vegetables on a hot platter and 
garnish with watercress and wedges of lemon. It’s an in- 
viting and colorful platter and a combination we think you 
will like. The special topping spread on the salmon gives 


an added tang. 
The canned salmon is coated with a topping of tangy 
sauce mixture and baked to a golden brown. Served 
with it are economical, nutritious carrots and green 
lima beans. 
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Tangy Topped Baked | 


Salmon 


1 Ib. can salmon 
2 tablespoons 
mayonnaise 


1 teaspoon prepared 
mustard 


1 teaspoon lemon juice 


Remove salmon from the 
can without breaking it 
and place in a shallow bak- 
ing pan. Mix mayonnaise, 
mustard and lemon juice, 
and spread over salmon. 
Brown in a hot oven (400° 
F) 20-30 minutes. Serve 
garnished with parsley, or 
watercress, and lemon 
wedges. Four servings. 

When serving a buttered can- 
ned vegetable follow the recipe 
below for the best flavor and 
nutritive value. This recipe may 
be used for the buttered lima 
beans and carrots that are to ac- 
company the baked salmon. 


Buttered Vegetable 


1 No. 2 can vegetable 
2 tablespoons butter 


° Salt 
Quick Economical Dinner baited 


Drain liquid from the vegetable and boil 
Tangy Topped Baked Salmon down to about half. Add vegetable and but- 
ter; season with salt and pepper to taste. 
Heat, but do not overcook. Five servings 
(approx. 12 cup each.) 


Parsley Buttered Potatoes 


Buttered Lima Beans Onion Seasoned Carrots Sank: este lhaaal-auien ok nasilees ian 
‘ve Salad : be added or a sprinkling of your favorite 
Cabbage, Celery, Olive Sala heh 


Apple Brown Betty : | 


Coffee 
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(continued from page 21) 


(f) Form 1041. This form is used 
to report income and deductions of es- 
tates and trusts which may be taxed as 
such or which may merely report tax- 
able income distributable to beneficiaries 
of the estate or trust. 


(g) Form 1120. This form along 
with Forms 1120H, L, M, etc., are used 
to report incomes of various kinds of 
corporations. There is also a Schedule 
EP, used for computing the excess prof- 
its taxes for companies subject to this 
special levy. 

The foregoing is a brief outline of the 
most commonly used forms for report- 
ing taxable income and deductions. 
There are literally hundreds of other 
forms which are used in resolving tax 
matters with the government. The most 
common of these other forms is Form 
1040ES, which is used to report esti- 
mated income in advance. This form 


must be filed on or before March 15th 
of each year for the current year and 
may be amended on June 15th, Septem- 
ber 15th, or the following January 15th 
so as to keep the estimated tax within 
20% of the final tax. 

Changes in Tax Laws During 1952 

Although no important changes were 
made in the Federal income tax laws 
(known as the Internal Revenue Code) 
during 1952, some revisions became 
effective in 1952 under the terms of the 
1951 Revenue Act. The most important 
of these are as follows: 

(a) Single individuals who are con- 
sidered as “heads of households” benefit 
from reduced tax rates which were de- 
signed to give them about half of the 
income splitting benefits enjoyed by a 
married individual filing a joint return. 
To qualify as a head of household an 
individual must furnish over half the 
maintenance of a home which is his 
principal residence and which he shared 
with certain dependents. There are other 

(continued on page 32) 
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: Why are Buckeye Ribbons & 
Cavbons 
Cause they really free the 
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'T? — out of hard ones/ 
Let me be your doggy little paper weight 
Just remember, you MUST write for me 
on your COMPANY LETTERHEAD ! 


i be there ina jiffy, helping 
tomake your work lighter - 


BUCKEYE RIBBONS AND CARBONS 
you St. Clair Ave. Cleveland 3, Ohio 
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MA-CO, THE MAGNETIC 
COPYHOLDER 


Made by the Pettersen Manufacturing 
Company of Santa Barbara, Calif., this 
copyholder is a simple desk device which 
holds copy in place by magnets on each 
end and gives fingertip control to the 
worker as it captures one or more lines 
at a time. It speeds copying and transcrip- 
tion time and eliminates errors. MA-CO 
holds papers at any angle or distance from 
the eye to suit individual needs; also 
serves as notebook holder and for hold- 
ing papers when filing. 


Circle 152 on coupon below. 
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(continued from page 18) 

At the LADO DEL RIO CHAPTER 
(Riverside, California) annual Christ- 
mas Party they not only exchanged gifts 
among themselves but also provided a 
family of six children with food, cloth- 
ing and toys. They have installed eight 
new members during the year, and are 
attending a series of lectures pertinent 
to the CPS program. 


WINTERGARDEN CHAPTER (El Cen- 
tro, California) delivered a Christmas 
basket and tree to a needy family, toured 
the telephone company office and plant, 
and held a membership drive and a 
progressive Christmas party. They are 
also making plans for hostessing the 
ICC meeting in April. 


* * * 


Members of ANACACHO CHAPTER 
(San Antonio, Texas) participated in 
the second annual carnival for Girls- 
town, USA, by donating pies and cakes, 
tending the various booths and helping 
with the ticket sales. 

ANACACHO CHAPTER’s annual mem- 
bership tea, produced seven new mem- 
bers who were initiated at their Christ- 
mas party. Dr. A. A. Haberly, of Trinity 
University, addressed the members of 
the Chapter; arrangements are now be- 
ing made for a special CPS course to be 
conducted by Trinity University. 

* * * 


GATEWAY CHAPTER (Laredo, Texas) 
was host to representatives from four 
nearby chapters, including eleven mem- 
bers of ANACACHO CHAPTER. A visit 
across the Rio Grande in Old Mexico 
was one of the many delightful treats. 

Velma Barnett, immediate past presi- 
dent of the Los ANGELES CHAPTER 
(Los Angeles, California) spoke to the 
Los Angeles City Teachers’ Institute 
about the CPS program. Among those 
present were representatives from the 
University of California at Los Angeles; 
the University of Southern California; 
teachers from all six junior colleges and 
all high schools in the Los Angeles area. 
Velma has been appointed a member of 
the Advisory Committee for the Co- 
operative Program of Secretarial Train- 
ing at East Los Angeles Junior College; 
others on this committee are L. R. Har- 
ris, U. S. Rubber Company; Raymond 
Prinz, Prudential Insurance Company; 
E. B. Hassett, Sears Roebuck & Com- 
pany; Mrs. Jane Lovejoy, California De- 
partment of Employment; Frances Byrne 
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In-Service Activities Division of Los 
Angeles County Civil Service Commis- 
sion; Charles E. McClung, Insurance; 
and Mary Tewesbury of Continental Can 


Company. 
* 


At the SAN DIEGO CHAPTER’s (San 
Diego, California) Christmas party, 
Howard Hoffman, local manager of the 
Dictaphone Corporation, was awarded 
an honorary membership. A lively Santa 
Claus distributed gifts to the thirty-five 
secretaries present and the Chapter col- 
lected food to furnish a needy family 
their Christmas dinner. Increasing the 
roster are three transfers and five new 
members who were initiated. 





Mrs. William E. Shaw, left, and Mrs. Leo 
P. Murtha, President of the SAN DIEGO 
CHAPTER (San Diego, California), award 
an honorary membership to Howard Hoff- 
man, San Diego Manager of Dictaphone 
Corporation. 


Members of the St. LoUIs CHAPTER 
(St. Louis, Missouri) “manned” the 
“Tree of Lights.” At the end of the day 
they had collected $470.52 for the fund. 


Guests and members of QUEEN 
BEACH CHAPTER (Long Beach, Califor- 
nia) gathered at the Mounted Police 
Clubhouse for their annual Christmas 
dinner party. Events of the evening 
were: the exchange of gifts, which re- 
vealed names of secret sisters for the 
past year; collection for a fund to pre- 
pare baskets of food for three needy 
families; and dance presentations by 
Veloz and Yolanda Dance Studio. 


* * * 


Seventy-two members of the Hous- 
TON CHAPTER (Houston, Texas) attend- 


ed the Christmas party held at Cousins 
Restaurant. The Ways and Means Com- 
mittee increased the Chapter funds by 
raffling off the beautiful centerpieces, 
which were made by Helen McCrea and 
Maribel Daffan. The Christmas tree was 
grown on Gertrude E. Birkman’s acre- 
age, Stormy Weather. 


The Houston Chapter of the National 
Foundation for Infantile Paralysis re- 
quested typists to assist in addressing 
more than 200,000 envelopes in prep- 
aration for the annual “March of Dimes” 
drive. HOUSTON CHAPTER members re- 
sponded and made it their project for 
each Wednesday and Thursday during 
December and January. 


WILSHIRE CHAPTER (Los Angeles, 
California) held a pot-luck dinner 
Christmas party at the home of Alberta 
Hassell, with president Miriam Yergin 
playing Santa Claus. A membership tea 
was held at the Chapman Park Hotel 
in January. 

GOLDEN GATE CHAPTER (San Fran- 
cisco, California) recreated the “Magic 
of Christmas” for a 10-year old girl, hos- 
pitalized since February, 1952, with 
third degree burns over 65% of her 
body, by collecting sufficient funds so 
the little girl’s mother could spend 
Christmas Eve and two following days 
with her. In one day they raised $115 
and obtained the fare from the person- 
nel of the Southwest Airlines for a 
round-trip flight from the Oregon bor- 
der to San Francisco. Congratulations, 
GOLDEN GATE CHAPTER, on a job well 
done! The Chapter also contributed 25 
pairs of bedroom slippers to the Youth 
Guidance Center. 
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Arlington 4, Virginia 


MIAMI CHAPTER (Miami, Florida) 
was brought “up-to-date with Miami” 
by Mayor Chelsie Senerchia at its Janu- 
ary meeting in the McAllister Hotel. A 
talk on Hispanic America by Dr. Luis 
R. Molina of the University of Miami 
and carol singing by candlelight were 
highlights of other recent meetings. 


* * * 


ALGONQUIN CHAPTER (Cumberland, 
Maryland) celebrated its fifth anniver- 
sary in December. Inauguration of 
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SOUTHEASTERN DISTRICT 


monthly ten-minute tests on new de- 
velopments in the secretarial and busi- 
ness worlds marks a new approach to 
the Chapter’s educational program. A 
card party and style revue, attended by 
300, and a tea for prospective members 
have also been successful events of the 
Chapter year. 


MEMPHIS CHAPTER (Memphis, Ten- 
nesee) is becoming famous for pie pans. 
Sale of 15 gross of aluminum, drip-less 
pans since July has swelled the Chapter 
scholarship fund. Members were again 
honored recently by their bosses at an 
elaborate barbecue, attended by 102 sec- 
retaries, bosses and their wives. Fea- 
tured events were a cotton picking con- 
test, fly casting and a skit about a boss 
taking calls for his secretary during her 
lunch hour. 





Colonel Roane Waring, National Legal 
Advisor, and Captain William F. Murrah, 
at whose home the event was held, super- 
vise the barbecue pit during the recent 
annual party given by their bosses for 
MEMPHIS CHAPTER (Memphis, Tennes- 
see) secretaries. 


Competition with President Eisen- 
hower during his pre-inauguration vaca- 
tion in Augusta, Georgia, did not re- 
tard the advent of NSA. With the in- 
stallation of AUGUSTA CHAPTER, NSA 


hit the news along with Ike In addition 
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to its charter members, the Chapter in- 
cludes transfers Mrs. Dessie Gentry, first 
president of OAK RIDGE CHAPTER, and 
Annie Laurie Stuckey, formerly of 
GREENVILLE CHAPTER (South Caro- 
lina). 


Caricatures and cartoons by Bill Zar- 
ber, artist in the Treasury Department's 
bond drive section, were the piece de 
resistance at the December meeting of 
EXECUTIVE CHAPTER (Washington, D. 
C.). The Chapter’s January meeting fea- 
tured an “advertising” meal, during 
which various brands of food were ad- 
vertised, and an educational open forum 
was led by Gertrude O'Malley of the 
Education Committee. 


* * * 


“Professor Quiz” (Dr. Craig Earl) 
and Mrs. Earl were honor guests at the 
December meeting of GULF-TO-BAY 
CHAPTER (St. Petersburg, Florida). Dr 
Earl was also guest speaker at the meet- 
ing, which included a Christmas party 
and gift exchange. 


* * * 


A 97% attendance at the December 
meeting of MONUMENTAL CHAPTER 
(Baltimore, Maryland) is noteworthy. 
The Chapter is also to be congratulated 
on the coverage given to its meetings 
by Baltimore newspapers. 


CHAPTER OF THE CITY BEAUTIFUL 
(Orlando, Florida) received assistance 
in its recent membership drive from 
Mrs. Dorothy MacPhee, National Field 
Executive. A full-page picture spread in 
the Sunday Sentinel-Star brought recog- 
nition to the Chapter. Another of its 
successful white elephant sales was held 
shortly after Christmas. 


* * * 


NORTHERN KENTUCKY CHAPTER 
(Covington, Kentucky) is currently 
planning its annual Easter Party for 
children of the Opportunity School. 


* * * 
Two families were adopted during the 


holidays by PRESIDENTIAL CHAPTER 
(Washington, D C.) and received gifts 





The SAVANNAH CHAPTER (Savannah, 
Georgia) was installed on October 30, by 
Mrs. Dorothy MacPhee, National field 
executive. Left to right, seated, are: Mrs. 
Elizabeth B. Enecks, President; Mrs. Mac- 
Phee; Marion G. Shewmaker, Vice Presi- 
dent; standing, Mrs. Sue Ward, Record- 
ing Secretary; Mrs. Rose Merritt, Corres- 
ponding Secretary; and Mfrs. Lorraine 
Griffin, Treasurer. 


of food, clothing and toys. The members 
were also busy, until January 20, with 
voluntary work for the Inaugural Com- 
mittee. 


So successful was the pre-holiday 
dance given by OSCEOLA CHAPTER 
(Clearwater, Florida), another is plan- 
ned in St. Patrick’s honor in March. Fol- 
lowing the departure of President Hazel 
Schrachta for Topeka, Kansas, where she 
will be married, leadership of the chap- 
ter has been taken over by capable Vice 
President Mrs. James A. Robbins. 


NORTHEASTERN DISTRICT 


MRS. PAULINE F,. MILLER 
32 North 2nd Street 
Harrisburg, Pennsylvania 


Local well-known radio announcer 
Billy Keaton and his wife, Reggie, as- 
sisted BUFFALO CHAPTER (Buffalo, 
New York) at annual Christmas Carni- 
val and Fashion Show; Billy represented 
Santa and Reggie was commentator of 
the fashions. February 28 has been set 
as the date for the rummage sale. 


* * * 


ABRAHAM LINCOLN CHAPTER 
(Springfield, Illinois) reports well-at- 
tended Christmas party at the Colonial 
Room of Bergen Park Pavilion. Helen 
Johnson, Chapter President, presented 
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each past president with membership 
pin and bar bearing words “Past Presi- 
dent” and each current officer received 
a pin and guard symbolic of the office 
held—all personal gifts from Helen. 
“Boss Nite” plans are underway—the 


Chapter’s first! 
* * * 


PHILADELPHIA CHAPTER (Philadel- 
phia, Pennsylvania) reports 72 present 
at Christmas dinner meeting in the New 
Century Club. 


* * * 


PITTSBURGH CHAPTER (Pittsburgh, 
Pennsylvania) reports active month. 
Chapter members dressed nine dozen 
twelve-inch dolls which were distributed 
to underprivileged children; also com- 
pleted addressing, mailing and stuffing 
of 350,000 envelopes for the March of 
Dimes campaign. Orchids to Pittsburgh! 


* * * 


Original chapeaus, designed by Mrs. 
A. Vincent, a local department store 
owner, comprised a recent program for 
the DUNELAND CHAPTER (Gary, Indi- 
ana) dinner meeting. 

* * * 


Hotel Yorktowne was the scene of 
Fifth Anniversary Party for WHITE 
ROSE CHAPTER (York, Pennsylvania). 
Mrs. Dorothy DuBay, a member of the 
Board of Directors of the CPS Institute, 
also a member of the MONUMENTAL 
CHAPTER of Baltimore, Maryland, spoke 
on the CPS program. Catherine Wiest 
presented a history of the Chapter. 


* * * 


White Elephant Sale scheduled by 
SPRINGFIELD CHAPTER (Springfield, 
Massachusetts) to help raise money for 
Scholarship Fund. 


* * * 


Sixteen members of ZANESVILLE 
CHAPTER (Zanesville, Ohio) were guests 
at the CAMBRIDGE, OHIO CHAPTER’s 
first “Boss Nite” dinner. Zanesville in- 
stalled Cambridge in April, 1952. 


Another Fifth Anniversary party .. . 
CONESTOGA CHAPTER (Lancaster, Penn- 
sylvania). “What the Boss Expects of 
the Secretary” was the subject of a panel 
discussion in which NOMA CHAPTER 
participated at a joint meeting with the 
CONESTOGA CHAPTER. 


Mother-Daughter dinner, an annual 
affair, well-attended by MARION CHAP- 
TER (Marion, Ohio) members and guests. 
One of the humorous skits on the pro- 
gram was “Can These Be Our Secre- 


taries.” 
* * . 


Belaires from WLW-TV provided 
musical background for CINCINNATI 
CHAPTER (Cincinnati, Ohio) second an- 
nual “Boss Nite” dinner. “Living is Fun” 
was the subject chosen by Dr. R. D. 
Martin, guest speaker for the evening. 


* * * 


LAKE SHORE CHAPTER (Chicago, III- 
inois) educational feature planned for 
recent meeting concerned problems of 
individual income tax. Mr. Leo P. Mich- 


Pictured at the speakers table at the Fourth Annual “Boss Nite” dinner of the CAMDEN 
CHAPTER (Camden, New Jersey) are, left to right: W. P. Davison, guest of Mrs. Patricia 
Sullivan, Recording Secretary; George L. Stark, guest of Nora Tibbetts, Vice President; 
Mrs. Lillian R. Kessler, speaker and President of Kessler Corporation, Washington, D. 
C.; Margaret Hinchman, President; her boss, Charles W. Makin; Mrs. Charlotte Quinn, 
New Jersey State Adviser; Betty Foust, Corresponding Secretary; her boss, Roy T. Miles; 
Mrs. Lisa Roberts, Treasurer; her guest, Harold Hartman. 
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aels, a member of the tax staff of Price- 
Waterhouse and Company, prepared a 
case study for distribution at the meet- 
ing and discussed the types of income 
and deductions found in the case study, 
as well as the preparation of the return. 


* 2 * 
CopI CHAPTER (Canton, Ohio) re- 


ports progress with Ways and Means 
projects, including sales from candy. 





Marion I. Awad (left), Vice President of 
the WINIFRED E. SEGUIN MEMORIAL 
CHAPTER (Oneida, New York), and Mrs. 
Marie N. Gorgas, New York State Secre- 
tary, crown Miss Awad’s boss, Attorney 
Martin E. Angelino, “Boss of the Year” 
at the Chapter’s first annual Boss Nite. 


Herbert M. Fisher, Secretary-Treasurer 
of Johnson Motors and “boss” of Beulah 
Stewart, charter member and past presi- 
dent of SHORELAND CHAPTER (Wau: 
kegan, Illinois), of his own volition 
wrote to acquaintances in Waukegan 
industry about the aims of NSA; an- 
other benefiactor, F. Ward Just, General 
Manager of the daily newspaper, The 
Waukegan News-Sun, whose secretary is 
Alberta Lashbrook, Chapter Reporter, 
extended the facilities of the paper's 
new employee's lunchroom, plus the 
makings of a roast beef dinner, for the 
SHORELAND CHAPTER November meet- 
ing. 


* * * 


DETROIT TRANSCRIPT CHAPTER (De- 
troit, Michigan) annual Christmas party 
attended by 125 members at the Hotel 
Fort Shelby. This was followed by a fash- 
ion show staged by TOWBARI. Holley 
Suppnick, a Chapter member, provided 
the musical background. The soloist was 
Mary Kopacka. One hundred dollars 
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was presented by the Chapter to the 
hospitalized veterans at the Dearborn 
Veterans Hospital, for the purchase of 
canteen coupon books. Guests included 
Alice Guyette, secretary to Detroit's 
Mayor Cobo; Winifred Popham, Vice 
President of the newly formed NSA 
BLUE WATER CHAPTER in Port Huron; 
and Constance Wagner, secretary to Jo- 
seph M. Dodge, President of the Detroit 
Bank, and Budget Director of Presiden- 


tial Cabinet. 
. * * 


Mothers and friends honored by AL- 
LEGHENY VALLEY CHAPTER (New 
Kensington, Pennsylvania) at Christmas 
dinner. Special guests included Mrs. 
Mary H. Barrett, National President, 
and her husband. On November 2, the 
Brackenridge Heights Country Club 
was the setting for an Appreciation Tea 
given in honor of members of the Pitts- 
burgh Chapter, a token in appreciation 
for directing and assisting with the in- 
stallation of the ALLEGHENY VALLEY 


CHAPTER. 
* . * 


ASTRA CHAPTER (Scranton, Pennsyl- 
vania) announces change in name. It is 
now SCRANTON CHAPTER. The Chapter 
assisted with the Christmas Seal drive; 
also held a Christmas party for twenty- 
three elderly ladies at the Friendship 
House. 


Officers of newly installed BRIDGEPORT 
(Connecticut) CHAPTER are, left to right, 
Marie Nicola, Treasurer; Mrs. Katherine 
Sunden, Vice President; Mrs. Helen Wal- 
lat, President; Catherine Keating, Record- 
ing Secretary; Naomi Denton, Correspond- 
ing Secretary. 
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Cross ROADS OF AMERICA CHAPTER 
(Indianapolis, Indiana) presented rec- 
ords to Veterans Hospital in Indianapo- 
lis as its Christmas project; also supplied 
baskets for needy families. 
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Des Moines 9, Iowa 


* * * 


ROBERT LUCAS CHAPTER (Iowa City, 
Iowa) held their annual Boss Nite re- 
cently and put their bosses on the spot 
by asking each one to give a thirty-sec- 
ond talk outlining his qualifications for 
“Boss of the Year.” The winner was J. 
Harvey Croy, Recorder at the University 
of Iowa, who received a book entitled 
“How to Succeed in Business without 
Really Trying.” Wives of the bosses 
were also guests of the Chapter. 


* * * 


S10UX CHAPTER (Sioux City, Iowa) 
members enjoyed a purely social eve- 
ning at their Christmas Party, and 
MINN-ARROW CHAPTER (Duluth, Min- 
nesota) held its Christmas Party on the 
same date—December 18. A veteran, 
his wife and five children received a 
Christmas basket from MINN-ARROW 
CHAPTER. 


A Christmas Party was held the early 
part of December by HAWKEYE CHAP- 
TER (Des Moines, Iowa). After the read- 
ing of an original version of “The Night 
Before Christmas” by the president, Mrs. 
Jeanne Henwood, gifts were distributed 
to each member. In addition to the $50 
allotted by the Chapter each year for 
its Christmas project, a voluntary con- 
tribution of $60 was made, which was 
used to purchase gifts, clothing, food 
and a month’s milk supply for a family 
of seven. The most successful Ways and 
Means project of HAWKEYE CHAPTER 
has been adopted by many chapters in 
the midwest and all report it is an easy 
way to make money. The project is 
selling mixed nuts in vacuum-packed 
tins. HAWKEYE CHAPTER made over 
$500 from its sale but AK-SAR-BEN 
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CHAPTER (Omaha, Nebraska) has made 
more than $700. St. PAUL CHAPTER 
(St. Paul, Minnesota) has taken up the 
project as well as MINN-ARROW CHAP- 
TER (Duluth, Minnesota). 


* * * 


ST. PAUL CHAPTER (St. Paul, Minne- 
sota) held its annual Christmas Party 
in the Ship Room of the Minnesota 
Federal Savings and Loan Association on 
December 3. Barbara Davies, local TV 
artist, read “Mrs. McThing,” the imag- 
inative play in which Helen Hayes is 
currently starring on Broadway. The 
newly organized ST. PAUL CHAPTER 
Choristers sang Christmas carols. The 
annual check of $25, made up of indi- 
vidual contributions by the members at- 





Professor Orville Hitchcock (left), Master 
of Ceremonies at ROBERT LUCAS CHAP- 
TER’s (Iowa City, Iowa) “Boss Nite,” pre- 
sents book award to “Boss of the Year” 
J. Harvey Croy, Recorder of the Univer- 
sity of Iowa. Watching are Bernice Hau- 
ber (left), President of the Chapter, and 
Marie Behrens, Mr. Croy’s secretary. 


tending the party, was mailed to the 
Hallie Q. Brown Community House. A 
Membership Reception was held Janu- 
ary 16 at the College Club; each mem- 
ber brought a secretary who is a poten- 
tial member. Additional invitations were 
mailed to secretaries in prominent local 
firms not currently represented in the 
Chapter. 


* * * 


CASCADE CHAPTER (Salem, Oregon) 
had its annual Christmas pot-luck din- 
ner hostessed by Lois Manning. Every- 
one brought staple groceries, gifts for 
children; a collection was taken to pur- 
chase meat for the needy family the 
Chapter took under its wing. The Chap- 
ter was instrumental in having a course 
in Business Law included in the Adult 
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Education Program in the Salem High 
School during the winter term. Many 
Chapter members are participating in 
the 10-week course. 

* * * 


ROGUE RIVER CHAPTER (Medford, 
Oregon) sold tickets on a case of bever- 
age, or $50 cash, and netted $250. The 
family adopted by the Chapter for 
Christmas received food and other es- 
sentials, including a crib mattress. 

7 * * 


Members of MELIOR VITA CHAPTER 
(Sioux Falls, South Dakota) are to be 
commended for the many hours—1,045 
in 1952—devoted to making life a little 
more pleasant for patients in the VA 
Hospital. These hours were given by 15 
members of the Chapter. 

* * * 


The annual Christmas Party of EVER- 
GREEN CHAPTER (Denver, Colorado) 
was held on December 8, at the Town 
Club. Instead of exchanging gifts, each 
member donated one dollar toward the 
Christmas Party for patients in the TB 
Ward of Denver General Hospital. 
Guest speaker was A. N. Williams, Jr., 
author and lecturer, who is also Direc- 
tor of Public Relations and Develop- 
ment at the University of Denver. He 
reviewed his latest best seller “The Book 
by My Side,” a history of the Bible. 
This book appeared in condensed form 
in the Reader’s Digest. 

* * * 


December 20 was bell-ringing day in 
Spokane, Washington, and members of 
SPOKANE CHAPTER reported for duty. 
This is an annual project of our Spo- 
kane members. 





Chatting at a meeting of EVERGREEN 
CHAPTER (Denver, Colorado) are, left to 
right, Mrs. Marcia Brown, Vice President; 
Mrs. Margaret Hesemann, former secre- 
tary to Governor Sherman Adams; and 
Mrs. Mary Ellen Brickner, President. 


The Secretary 





—=# 


by MRs. MARGIE HORCHOW 
Associate Editor 


Onz of the most outstanding features 
of my recent winter vacation, was the 
time spent with the members of the 
WILMINGTON CHAPTER. On December 
16, fourteen of them, including Olive 
Porter, President, and Thirza Keogh, 
Chairman of the National Bulletin Com- 
mittee, took me to dinner at the spacious 
and beautiful Du Pont Country Club. 
On December 18, I joined their Christ- 
mas Party given for a large group of 
underprivileged children 


BUFFALO CHAPTER member Rita E. 
O’Brien received publicity recently in 
the Buffalo Courier-Express as one of 
the outstanding business women of the 
Niagara Frontier. Rita is the Executive 
Secretary of the United Florists of West- 
ern New York. Dorothy Wead, a char- 
ter member, has transferred to the Pres- 
idential Chapter in Washington, D. C.; 
and Shirley Kreuter recently changed 
her name to Mrs. Shirley Lynch. 


The SPRINGFIELD (Massachusetts ) 
CHAPTER members report a busy season 
of typing record cards for the Red Cross, 
with member Emma Ricci taking time 
out for a two month’s trip to sunny Italy. 


HARRISBURG CHAPTER (Pennsylva- 
nia) has transferred one of its charter 
members, Mrs. Lorena F. Richings to 
South Orange, New Jersey. Lorena, who 
had served as secretary to former Con- 
gressman, John C. Kunkel, as well as 
having been associated with the branch 
office of the Constructioneer in Harris- 
burg, has been promoted to the staff of 
its main office in South Orange. 


Dorothy Gustafson, Past President of 
the STAMFORD (Connecticut) CHAP- 
TER is now in New Orleans, assisting 
with the opening of a new branch office 
for the Perkin-Elmer Company at 8435 
Sycamore Street. Dorothy would love to 
hear from her NSA friends. 


Lois Sites, of the FoRT WAYNE TA- 
WASI CHAPTER middle-aisled on De- 
cember 6, with Robert Lundquist, and 
will be living in Ann Arbor, Michigan. 





Robert's luck is loss to Dr. Juan Rodri- 
gues, of Duemling Clinic, for whom 
Lois secretaried. 

The HARTFORD (Connecticut) CHAP- 
TER reports the transfer of Mildred 
Wilsdon, from the WATERBURY (Con- 
necticut) CHAPTER. 

Another new face in the Nation's 
Capital will be that of NSA member 
Claire Fitzpatrick, formerly of Spring- 
field, Massachusetts, serving the new 
Massachusetts Congressman-Elect, Ed- 
ward P. Boland. 

Helen Mazalin, of the CoDI CHAPTER, 
Canton, Ohio, boasts of being the only 
woman recipient of a 10-year service 
pin from her company, United Engi- 
neering and Foundry Company. 


PITTSBURGH CHAPTER members Lee 
Rasmussen and Virginia Saracena vaca- 
tioned in Puerto Rico; Irene Hyrb and 
Evelyn Burger have recently become 
Mrs. John MclIsaac and Mrs. William 
Knapp, respectively. 


MIAMI (Florida) CHAPTER is quite 
proud of its President, Lillian Mason, 
who with her husband, won a weekend 
trip to Nassau, courtesy of Theta Sigma 
Chi Fraternity; also of Jerre Brigham, 
who has been elected to the Spinsters 
Club (what next ? ? ?); and Edna Ped- 
erson who recently loaned her talents 
to the University of Miami Ring The- 
atre production of “Brigadoon.” 


Rita Cascio, of MONUMENTAL (Bal- 
timore) CHAPTER has been chosen for 
an average high of 90% by her new 
employers, Eastern Air Lines, to attend 
the McConnel School in Minneapolis 
for three weeks. She will then move to 
Chicago and will become a member of 
LAKE SHORE CHAPTER, and will be as- 
sociated with the Chicago office of East- 
ern. MONUMENTAL welcomes back 
Clare Dunn, former Editor of “Margin 
Release,” after an eight-month’s illness. 

Mrs. Wilbur Winston Rogers is the 
former Doris Bryan, of GULF-TO-BAY 
CHAPTER, St. Petersburg. Date of the 
wedding—December 12. 


June Ayers, of EXECUTIVE (Wash- 
ington) CHAPTER received her Master 
of Arts degree (in personnel counsel- 
ing and government), from George 
Washington University. 


It is with a deep sense of loss we re- 
cord the passing on November 26, 1952 
of Mrs. Pauline H. Schendel, charter 
member and first President of WAU- 
KEGAN (Illinois) CHAPTER. She had 
also served as Vice-President in 1949- 
50 and as Corresponding Secretary in 
1950-51. 
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At Home Cehuals 


‘ie KIND of good-looking, relaxation clothes that are so 
easy to find in spring and summer are usually given very 
little attention for winter wear. However, with so much 
more emphasis on at-home living, entertaining and TV 
viewing, the fashion experts were bound to come up with 
some bright new ideas. And this season, they've done it. 

Fresh, wonderful at-home clothes for the moments when 
you don’t want to be dressed-up but still want to be well- 
dressed, are found in the new collection of casuals by Sac- 
ony. They've designed the best-looking trousers to be found 
anywhere, as carefully tailored as any ladylike skirt ever 
was, and they're meant to be coordinated with costume 
accessories. 

The toreador pants that were so successful in denim 
and poplin last summer are repeated in brilliantly colored 
corduroy. They're styled in every length—shorts, new “calf- 
skinners” and ankle-length, all with shoe-button trim. Par- 
ticularly flattering to young, small-waisted figures, are their 
tapered trousers with a high rise waist-band that fits snug 
and trim. Regulation slacks appear in a wide range of 
fabrics—solid colors, checks, pin stripes and bold plaids. 

To complete an ensemble, there are some extremely new- 
looking corduroy tops. Straight from a Paris boutique is a 
loose middy overblouse with a sailor collar and push-up 
sleeves trimmed with rib-knit cuffs. A boxy button-up 
jacket also features this rib-knit detail on its cardigan col- 
lar and cuffs. Slim zip-back skirts round out the corduroy 
picture. 

An inexpensive and simple way to make an at-home 
wardrobe multiply, whether you prefer skirts or blouses as 
a base, is to own a varied collection of cotton blouses. The 
“something new” that one looks for in a washable blouse 
has finally happened this season. The fashion designers have 
whipped up a group of shirts that are really well-tailored 
and imaginatively styled—with emphasis on generous cut 
and soft, uncluttered lines instead of fancy trimmings or 
severe man-tailoring. 

The newest collection by Sacony typifies the new fashion 
feeling to be found in washable shirts. There’s no skimping 
at all in their crisp cotton broadcloths that are tailored with 
déep-cut long sleeves that push up full or button trimly at 
the wrist . . . with lots of billowy bodice fullness to tuck 
in and cinch with your handsomest belts. For women who 
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prefer short sleeved cottons, there are styles detailed with 
fine-tucked yokes. 

The top shirt of the collection is truly Paris-inspired. 
It has a new gathered back—with extra fullness springing 
from a broad circular back yoke. It bids fair to become as 
classic as the strict-tailored man’s shirt. It’s made in misty 
pastels — greys, pinks, blues, yellows—as well as white. 
Other cottons come in woven candy stripes and bright 
plaids 
Even well-loved cotton lisle pullovers have been given 
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Lounging clothes are very 
much in the fashion lime- 
light this season. A_ loose 
middy, side buttoned, with 
knitted cuffs and a sailor 
collar is shown here -with 
contrasting ta pered shin- 
britches, button trimmed. 
Sacony Middy, sizes 10-18, 
$7.95. Britches, sizes 10-18, 
$8.95. 


































Crisp washable cotton broad- 
cloth, candy-striped, is fea- 
tured in the blouse at left. 
Good fashion details: the 
new balloon cuffed sleeves, 
elbow length, the parade of 
buttons on the double-breast- 
ed front, the smart turn- 
down collar. Sacony blouse, 
sizes 10-18, $4.95. 







the fashion treatment this winter. They're as practical as 
ever, but no longer the plain-janes you've been used to. 
Careful tailoring can be seen in hem-finished push-up 
sleevcs and new neckline detail. Rib-knit trim with a scal- 
loped edge is used on turtlenecks and on smart surplice 
necklines. Sleek-surfaced Ciella acetate jersey that drapes so 
beautifully has been used to best advantage in a simple, 
well-cut shirt with a cowl neckline, that will go with every- 
thing you own. 

Also listed in this season’s category of at-home casuals 
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Cotton has become a year-round fashion 
favorite. The newsworthy jumper above 
has a full flared skirt, zips up the back, 
and will pair off with many blouses in a 
wardrobe. Perfect for casual evenings at 
home. Jumper, sizes 10-18, $16.95. Blouse 
3.95. 





qihe fashion experts have revived an in- 
terest in trousers for milady’s “at home” 

hours. The sleek, tapered high-rise slacks 
\ / in rich-toned corduroy shown here are 
é teamed with a new cowl neck blouse of 
Ciella acetate jersey with long push-up 
sleeves, zip back closing. Sacony slacks, 
-—, 10-18, $10.95. Blouse, sizes 10-20, 

95. 


are versatile, full-skirted jumpers in corduroy or poplin 
that take on a different character with each blouse. And 
sleek rayon gabardine slack suit ensembles tailored to a “T” 
with straight-cut jackets are revived. 

So next time you're entertaining or spending a relaxing 
evening at home, don’t expect anyone to believe the worn- 
out wail, “I simply don’t have a thing to wear.” There's 
variety enough in this season’s at-home fashions to outfit 
any mood or occasion and to fit comfortably into every 
career girl's budget. 


Thirty-one 














an American 
Secretary 


inQslo 





In all, though, her position is ex- 
tremely pleasant. Working hours are 
from nine to five, with a half-holiday 
on Wednesdays and Saturdays. “We 
have to have some time off to do our 
shopping,” Evelyn explained. “The shops 
close at five in the evening on weekdays 
and around three or four on Saturdays.” 

“I feel like a night-worker during the 
winter time,” Evelyn said. “When we 
arrive it’s dark and when we leave it’s 
night again.” Her eyes take on a misty 
gleam, though, as she tells of the snow 
white fairyland that is Oslo when a 
white blanket covers the city and coun- 
tryside. “It’s simply beautiful,” she says, 
sighing. 

There are other things to do in Oslo 
the year ‘round. She visits with people 
she has met, both Americans and Nor- 
wegians, goes to the movies, or “cinema” 
as it is called, and has seen the Norweg- 
ian production of “Kiss Me Kate.” 

Of course, Oslo has many fine restau- 
rants, where food is both excellent and 
reasonable. Some places such as the Bris- 
tol Hotel, have dancing and The Rain- 
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bow Room, in true night club style, 
boasts a floor show! 

Evelyn is international in her dating, 
going out with British, Norwegians, and 
Americans, including military and civil- 
ian men from the headquarters or the 
diplomatic corps. There are only about 
15 American working girls in Oslo, al- 
though many of the American men 
working or stationed there have their 
wives and families with them. 

All her clothes come from the States, 
including many pairs of low-heeled 
shoes, a necessity for her extensive walk- 
ing. Hardest item to keep up with is 
nylons because they are still very ex- 
pensive in Norway. There has been a 
decided change though, Evelyn points 
out quickly, from a year ago when many 
items, including certain foods, were ra- 
tioned. Foodstuffs and consumer goods 
are now much more plentiful, and 
French restaurants with their tempting 
menus are back in business again. 

Does she miss the U.S.? “Well, may- 
be a little bit, but I've become very at- 
tached to this country” Evelyn explains. 
“When you get to know people and 
work in pleasant surroundings, you for- 
get about going back home.” During 
her stay in Norway she has picked up 
much of the language, which helps to 
make her feel as though she belongs. 

Her two ambitions at the present are: 
to find an apartment—still in the hard- 
to-locate stage with rents running fairly 
high—and to change over to an inter- 
national civil servant's job with its high- 
er rate of pay. 

In her present position Evelyn can 
stay for one year and then go home or 
be reassigned. However, recalling the 
wistful look in the blue eyes of blonde 
Evelyn Moore who looks like a native of 
the country she appears to be in love 
with, and recalling the tone of her voice 
when she speaks of Oslo, it would seem 
that even if she does come home, it will 
only be for a visit. 





Accounting 


(continued from page 24) 


requirements which should be checked 
by reference to available tax literature. 


(b) The limit of charitable contri- 
butions deductible by an individual has 
been increased from 15% to 20% of 
adjusted gross income. 


(c) The maximum tax on long-term 
capital gains was increased from 25% 
to 26%. 


(d) The maximum over-all tax on 
net income of individuals was increased 
from 87.2% to 88% even though the 
maximum rate on income in excess of 
$300,000 was raised from 91% to 92%. 


(e) The normal tax on corporations 
was increased from 2834% to 30%. 
The 22% surtax rate and the 30% ex- 
cess profits rate are unchanged. Minor 
changes in the method of calculating 
the excess profits tax credit will tend to 
increase the actual tax but it is expected 
that the excess profits tax will expire 
on June 30, 1953 so that for all prac- 
tical purposes the rate of excess profits 
tax will approximate 15% for 1953. 


Another change brought about in the 
organization of the Bureau of Internal 
Revenue requires that tax returns be 
mailed to the Director of Internal Reve- 
nue in your district rather than to the 
Collector of Internal Revenue. 


The foregoing is intended to give you 
a bird’s-eye view of the major forms in- 
volved in reporting taxable income and 
the important changes in tax laws which 
became effective in 1952. Individuals or 
corporations who are not on a calendar 
year basis or who have special prob- 
lems should confer with their local Di- 
rectors of Internal Revenue, or refer to 
any of several excellent tax services 
available through subscription or public 
libraries or consult their tax counsel, 
who should be a reputable lawyer or 
certified public accountant. 


Next month we shall try to give you 
some tips on minimizing your taxes 
legitimately. Meanwhile, for the most 
authoritative guide book on the subject, 
send 25 cents to the Superintendent of 
Documents, Washington 25, D. C., for 
the 148 page manual entitled “Your 
Federal Income Tax for Individuals, 
1952 Edition.” Your local Post Office 
or income tax office will be glad to sup- 
ply you with extra forms and printed 
instruction sheets, which are helpful in 
preparing returns. 


The Secretary 
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QUAL 


mented with an ink that i he renalt of many decades of 
unsurpassed skill in manufacturing. 

Ink, not conversation, is the real secret of the highest 
quality ribbon...your Panama-Beaver ribbons are made 
with inks that no others duplicate. 

When you are offered something “just as good as a 
Panama-Beaver product” you are listening to some one 
who tries to talk quality into what he is selling. 

Your Panama-Beaver Man sells the best quality, dollar 
for dollar that your money can buy. He won't try to sell 
you something “just as good” as you are using, he will 
offer to you better quality at the same price or less. Some- 
times he will recommend paying more...you will always 
get more dollar for dollar by following his suggestions. 
Better work, more work, less turnover of supplies are the 
results of using Panama-Beaver products that have quality 
built in, not talked in. 


INKED RIBBONS + CARBON PAPERS 


ITY INTO A PRODUCT 


UNIMASTERS 


respondence. No other ribbon 
will hold its color as long as 
the RHINO ribbon. Nor, is there 
anything better on the market 
at a lower, equal or higher 
price. If you want the finest 
looking correspondence you 
have ever seen, then start using 
the RHINO ribbon immediately. 


DUPLICATING SUPPLIES 


— since 1896 the line that ean’t be matched 


— Coll yourLocal PANAMA-BEAVER MAN... 2lvays_a lire wie — 











